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        Borough Meeting Agenda Packet 

Borough Office – 1 Campus Avenue 

January 16, 2023, at 7:00 P.M. 
 

1. Call to Order  
 

2. Pledge of Allegiance 
 
3. Roll Call 
 
4. Public Comments / Visitors  
 
5. Meeting Items 

A. Approval of Minutes:  December 19, 2022 
 

B. Treasurer’s Report:  December 2022 & Budget vs. Actual 
 

C. Administrative Business  
1) President 

 
2) Mayor 

a) Friendship Hose Company Report 
b) York County Regional Police Department Report 
c) Spring Grove Ambulance Report 

 
3) Solicitor 

 
4) Engineer’s Report  

 
5) Zoning, Code, & Parking Enforcement Reports 

 
6) Recreation 

 
7) Committee Reports 

 
D. New Business  

 
1) New employee handbook discussion.  

 
2) Consider snowplow indemnity agreement with Friendship Hose Fire Company 

No. 1.  
 

3) Consider appointment of Garrett Strouse as the Spring Grove Borough Fire Chief.   
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4) Consider approval of a handicapped parking space application for 30 North Main 
Street.   

 
5) Consider approval of Resolution 01-2023 – rescind approval of several 

handicapped parking spaces. 
 

6) Consider approval of fire box card changes as requested by Friendship Hose 
Company #1.  

 

7) Consider appointing Neal Doyle to the Planning Commission with a term of 
January 16, 2023 – January 16, 2027.   
 

E. Old Business 
 
1) 2023 Smoke in the Grove discussion and action. 

 

F. Correspondence and Other Business 
 
1) Office hour’s update. 
 

6. Adjournment - The next Council Meeting is scheduled on February 20, 2023, at 7:00 P.M 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 2 of 93 
 
 

 
 
 
 
A. Approval of Minutes 
 

MINUTES OF SPRING GROVE BOROUGH  
COUNCIL MEETING  
December 19, 2022 

 
The Spring Grove Borough Council met for regular session on December 19, 2022. President 

Rebecca Stauffer called the meeting to order at 7:00 PM. 

 

BOROUGH COUNCIL PRESENT:           ALSO PRESENT: 

Rebecca Stauffer                                             Beverly Hilt, Mayor 

Phillip Klocek                                                    Scott Miller, Director of Community Development  

Robert Whyland                                              Zach Gulden, Borough Manager  

Kristina Morton                                               Nicolle Ruth, Candidate for Executive Assistant  

Kevin March                                                    Peter Ruth, Solicitor  

Darrell Ledford 

 

PRESENT VIA ZOOM: 

Peter Lombardi  

 

Visitors  

Sergeant Ray Krzywulak - YARPD  

Matthew Coyne, Friendship Hose Fire Co.  

Garrett Strouse, Friendship Hose Fire Co.  

 

Invocation and Pledge to the Flag 

 

Public Comment 

No comment.  

 

Meeting Minutes 

Minutes from the November 21, 2022, meeting was presented. Robert Whyland made a motion 

to approve the minutes, Kevin March seconded the motion. There was no discussion, and the 

motion passed unanimously. 
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Treasurer’s Report 

Expenses in November totaled $980,721.31. Budget vs actual reports were provided. Kristina 

Morton motioned to approve the report. Darrell Ledford seconded the motion. There was no 

discussion, and the motion passed unanimously.  

 

Administrative Reports 

President 

President Stauffer praised the council, fire department, and police department for all their help 

with the tree lighting event. She stateed she received a lot of positive feedback from the 

community and had the most council presence at the event that she has ever seen. 

 

President Stauffer also recognized Borough Manager, Zach Gulden for his hard work on 

collecting delinquent sewer/trash/refuse bills since he has been employed with the borough. 

When Zach started there was around $100,000 in late bills. He has since followed the proper 

notice and shut off process to bring that number down to $8,520.48. 

 

Kevin March asked if there were any avenues for assistance with paying these bills that we 

could provide with residents. Zach said he does provide LIHEAP information with notices and 

help from local churches is available if residents reach out.  

 

Mayor 

Mayor Beverly Hilt thanked Becky Stauffer, Robert Whyland, and Peter Lombardi for their 

assistance in the borough office during staff changes. She then opened the floor for agency 

representatives to give their reports.  

 

Friendship Hose Fire Company 

Friendship Hose reported 24 calls in October, 3 of which were in Spring Grove Borough.  

The fire company began keeping track of their man hours per month, not including volunteer 

hours which are tracked separately. There were 44-man hours this month.  

 

Police  

Sergeant Ray Krzywulak had no comment or report. End of year financials were provided to 

council via email for review.  
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Mayor Beverly Hilt asked Sergeant Krzywulak if he had any information on a traffic incident 

during the tree lighting, but he was unsure of the incident as he was helping block off traffic at 

a different area.  

Spring Grove Ambulance  

Letter of termination included in meeting packet for council. Spring Grove Ambulance will be 

dissolving as of February 3rd, 2023, and WellSpan EMS, LLC will begin providing coverage in the 

area. WellSpan will be taking over the leases at the Northern York County Regional Police 

substation in Porters as well as the current station located at the York Airport. WellSpan will be 

reaching out to municipalities with more information in the coming months.  

 

Garret Strouse from Friendship Hose Fire Company who also sits as a member of the current 

Spring Grove Ambulance board stated that there are a lot of positives with this transition. He 

also stated that he wanted people to know that just because the EMS service will now be run 

through WellSpan, that does not mean that you can only go to a WellSpan hospital.  

 

Engineering Report 

MS4  

• Annual MS4 Report Submitted to PA DEP in September 2022. o ARRO had a meeting 

with Borough Staff to review 2022-2023 MS4 requirements and outline action items. A 

meeting in January is scheduled to assess program progress and review completed 

action items. 

• MCM 3 – Illicit Discharge Detection and Elimination: No illicit discharges reported in the 

borough this month.  

 

Development Plan Reviews 

• 530 Monocacy Trail:  At this time only, administrative comments remain (i.e., record 

O&M agreement, pay stormwater facilities fee, pay stormwater maintenance fund) 

 

North Loop Interceptor  

• ARRO is working with the Borough to prepare an application for the H2O grant. This 

grant, if awarded to the project, would help to pay for much of the inflation-based 

increases in project cost and for increased project oversight. 

• ARRO is recommending that the Borough Council adopt a resolution for inclusion with 

the application. A draft of the resolution has been provided to Zach Gulden 

 

GIS  
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• ARRO continues to provide as-needed GIS support to Borough office staff and public 

works/maintenance staff.  

• 250 Registered Users to date for Public Notification System. 

• The Borough’s current balance for SMS notifications is $93.89 

• ARRO will send e-mail’s to previously registered landlords/property managers in the 

Borough with the 2023 rental property registration instructions in December 2022.  

• ARRO provided Borough staff with a map of Borough parcels to confirm any parcels that 

should receive 2022 rental property registration instructions via standard mail. 

• ARRO backed up the Borough’s rental property and code enforcement databases 

(monthly; reoccurring) 

 

Community Park - Phase 3 

• Commonwealth is currently reviewing the latest Romtec plan revisions. Once Building 

Permit has been issued, an updated schedule with the contractor to re-

mobilize/continue work will be determined. 

• Shiloh Paving & Excavating has completed the removal of landfill waste soil stockpiles 

from the project site and has hauled materials to an approved dump site.  

• ARRO has facilitated discussions with PA DEP Waste Management to obtain any 

required actions needed to continue construction activities for project. PA DEP requests 

that excavations where soil cap to landfill has been removed, that it’s 2-ft. soil cap be 

reinstated during restorations.  

•  ARRO has made modifications to the stormwater management facilities to help limit 

exposure to landfill waste and additional work to haul off-site.  

• ARRO is currently waiting on an updated schedule from the contractor for re-starting 

site activities. Schedule updates will be provided to Borough for review when provided. 

Anticipated that work will start back up by March 2023. 

Solicitor 

Solicitor Ruth worked with the personnel committee to review the employee handbook. 

Solicitor Ruth also provided an update on the legality of council members writing parking 

tickets in the borough. After review, he recommended this not be a task given to council 

members since appeals could be made to the council after a ticket was given, thus causing a 

conflict for the writing party. He advised that the police department and/or public works 

remain in charge of this process.  

 

Zoning & Code Enforcement 

Director of Community Development Scott Miller provided his monthly report in the Council 

packet. He reported that a Remax Office and a Tobacco Shop are going into the empty store 
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fronts in the Kennies Shopping Plaza. He also reports that Close Quarters Armory and 

Springwood Builders have occupied properties on Main St.  

 

 

Recreation 

A meeting to discuss the concept plans of the pocket park was held on December 2nd with 

representatives of the fire company, Kate King, Karla Schweitzer, Farrell & Assocs, Scott Miller, 

and Rebecca Stauffer. The group discussed general ideas and discussed having some sort of 

statue built out of old Pixelle machine parts as a historical aspect. Kate King is reaching out to 

the school district to see if this is something the art students would be interested in helping 

with. Future planning meetings to follow.  

 

Committee Meetings  

Personnel committee met to discuss the current employee handbook. Zach Gulden is going to 

send this out for review and will add it to the agenda for discussion at January’s meeting.  

 

New Business 

A. Council considered hiring Nicolle Ruth as the Executive Assistant with a start date 

effective January 3, 2023, at a rate of $20.00 per hour, and an insurance stipend of 

$12,000 per year if opting out of health/vision/dental benefits. Peter Lombardi made a 

motion to approve. Kristina Morton seconded the motion. There was no discussion, and 

the motion passed unanimously. 

B. Council considered approval of Resolution 12-2022 which maintains real estate tax rates 

for 2023 at the current milage rate of 6.  Phillip Klocek made a motion to approve. 

Darrell Ledford seconded the motion. There was no discussion, and the motion passed 

unanimously. 

C. Council considered approval of Resolution 13-2022 which sets the wage and salary 

schedule for 2023 with a 3% wage increase across the board. Kristina Morton made a 

motion to approve. Kevin March seconded the motion. There was no discussion, and the 

motion passed unanimously. 

D. Council considered approval of Resolution 14-2022 which establishes the miscellaneous 

fee schedule for 2023. Phillip Klocek made a motion to approve. Kristina Morton 

seconded the motion. There was no discussion, and the motion passed unanimously. 

E. Council considered approval of Resolution 15-2022 which establishes the sewer rates for 

2023 with a 5% increase. Philip Klocek made a motion to approve. Kristina Morton 

seconded the motion. There was no discussion, and the motion passed unanimously.  
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F. Council considered approval of Resolution 16-2022 which establishes the stormwater 

management assessment rate for 2023 at $25 per ERU. Kevin March made a motion to 

approve. Darrell Ledford seconded the motion. There was no discussion, and the motion 

passed unanimously. 

G. Council considered approval of the 2023 budget. Kristina Morton made a motion to 

approve. Robert Whyland seconded the motion. There was no discussion, and the 

motion passed unanimously.  

H. Council considered approval of Resolution 17-2022 which authorizes the submission of a 

H2O Grant from the Commonwealth Financing Authority in the amount of $208,518 for 

the North Loop Interceptor Upgrade Project. Robert Whyland made a motion to 

approve. Darrell Ledford seconded the motion. There was no discussion, and the motion 

passed unanimously. 

I. Council considered approval of the holiday calendar for 2023 which added four 

additional federally recognized holidays. Kristina Morton made a motion to approve. 

Darrell Ledford seconded the motion. After discussion, the motion passed 4-3.  

J. Council considered authorizing advertisement of the 2023 meeting notice. Robert 

Whyland made a motion to approve. Phillip Klocek seconded the motion. There was no 

discussion, and the motion passed unanimously. 

K. Council considered appointing Michael Treadway to the Planning Commission with a 

term of December 19, 2022 – December 19, 2026.Darrell Ledford made a motion to 

approve. Robert Whyland seconded the motion. Michael will be added to the temporary 

planning commission until there are enough members to make an official planning 

commission. Motion passed unanimously. 

Old Business  

A. 2023 Smoke in the Grove discussion and action – Andrew Shaffer was not in attendance 

at this meeting to discuss Smoke in the Grove with council, but Zach Gulden conveyed 

that Mr. Shaffer is concerned the borough is no longer interested in hosting the event. 

Mr. Shaffer proposed that New Freedom Borough would be willing to buy the event 

supplies and equipment for a total of $9,000. After extensive discussion, council decided 

that staff would discuss with Mr. Shaffer the potential of a contract for the event to 

remain in Spring Grove. Council will discuss the continuance of the event after receiving 

Mr. Shaffer's reply.  

 

Correspondence and other business 

A. Correspondence from the York County Rail Trail Authority – Memorandum of 

understanding that it is the borough’s responsibility to maintain the newly paved 

portion of the Trolley Trail.  
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Phillip Klocek made a motion to adjourn the meeting. Kevin March seconded the motion to 

adjourn. Motion passed unanimously. The meeting adjourned at 9:11 PM. 

 

The next meeting is scheduled January 19, 2023, at 7:00 pm at the Borough building. 

 

Respectfully Submitted,  

Kristina Morton, Council Member  
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B.  Treasurer’s Report 
 

December expenses totaling $699,065.56 
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Budget vs. Actual 
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C.  Administrative Business  
 

1) President 
 

2) Mayor 
 

A. Friendship Hose Company Report 
 

Spring Grove Borough, 

 

I am forwarding the January 2023 report from Friendship Hose Co #1 Membership Meeting. 

 

  Remember Fire Department Dinners and Bingo Thursday, Opening at 330 pm for 

dinners.  Doors open for Bingo at 530 First game is at 645.  And yes, we have room for more 

players.  Please pass it along to your family, friends and neighbors.  The membership is utilizing 

the Bailey's disinfecting solution to spray after bingo and all other functions to assist with 

COVID. 

 

Bell tower lighting J Miller Electric completed the lighting to the Bell Tower and the back 

parking lot. 

 

Kitchen our dinner specials have been doing very well. 

 

 The pie sale is being planned for Presidents Day Dates and times to follow. 

 

There were 8 applications for membership to join our organization.  There were 1 Junior 

member, 2 active Fire police/Social and 5 Social Members.  They were excepted by acclamation 

and approved by the membership. 

 

The new elected officers were sworn into office by Mayor Beverly Hilt. 

 

The agreement presented by the Borough Manager was approved per the membership, President 

Auchey will stop at the borough office. 

 

Chief Report. 

Our Department Responded to 29 calls for the month of December and 222 for the year of 2022: 

6 - Spring Grove Borough 

10 - Jackson Twp 

3 - North Codorus 

2- Manhiem Twp 

2 – West York 

2 – Paradise Twp 

1 – West Manchester Twp 

3 – HeidelburgTwp 
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December 2022 Reports attached. 

Annual Reports for 2022 attached 

 

Report of the treasury: 

Beginning checking balance:   17,029.66 

Receipts:                                   14,877.01 

Expenses:                                  14,526.37 

Ending Balance                       17380.30 

Expenses: 

Met ed –                      757.87 

Columbia Gas –                             652.69 

York water –                                  120.45 

Trash –                                           242.85 

Kitchen Supplies –                      3,098.90 

Operational –                               2,939.67 

Engine payment –                        1,847.51 

Fire Police Equipment                    509.00 

Rutters Fuel            776.66 

Total Expenses -                       10,945.60 

Primary Savings –                       3,207.43 

Primary Checking –                  17,380.30 

Apparatus Checking -               33,137.00 

Apparatus Fund Savings                  25.70 

Small games Checking –           11,972.31 

Small Games Savings –                    20.45 

 Investments –                          239,519.27 

Grand Total –                         305,262.46 

 

We are always looking for new members Active Firefighters Active social members to assist 

with functions as well as administrative positions.  Anyone interested please feel free to 

contact Brent L. Auchey/ President Po box 64 Spring Grove Pa. 17362  

fhco1sta4@gmail.com  717476-4871, Donations are also always needed and appreciated. 

Donations may be sent to Friendship Hose Company #1 P O Box # 64 Spring Grove Pa. 

17362 

 

Respectfully submitted, 

 

Brent L. Auchey 

President 

Friendship Hose Co.#1 

73 S. Main Street 

PO Box 64 

Spring Grove Pa. 17362 

717-476-4871 

 

mailto:baemsfire@gmail.com
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B. York County Regional Police Department Report 
 

a. Board Minutes – November 2022 
 

 



Page 23 of 93 
 
 

 
 
 
 
 
 
 
 



Page 24 of 93 
 
 

 
 
 
 
 



Page 25 of 93 
 
 

 
b. Activity Report – November 2022 
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C. Spring Grove Ambulance Report 
 

3) Solicitor 
 

4) Engineer’s Report 
 

Spring Grove Borough Council 

Engineering Report – ARRO Consulting, Inc. 

(December 2022 – For Presentation at the Regular January 2022 Borough Staff/Council Meeting) 

Items in black are updates relative to previous monthly reports. Items in grey are reference information. 

Items for consideration by Council (action required) are in red. 

 
Stormwater/MS4:  

 

• MS4 
o ARRO has reached out to Jodi Sulpizio, the York County Master Watershed Steward at Penn 

State Extension, regarding the cost and steps required to host a rain barrel workshop. Such 
an event would help to meet MS4 requirements for primarily MCM 2, among others. Rain 
barrels would cost $65 a barrel and all other required materials. 

o ARRO has reached out to the York County Conservation District to receive a copy of the 
Memorandum of Understanding between the YCCD and Spring Grove Borough. This 
document is the basis of the cooperation required for MCM 4. The representative of the 
YCCD stated that the district plans to update the document sometime in 2023. ARRO will 
keep you apprised of the timing and requirements. 

 

• Development Reviews: 
o 532 Monocacy Trail: 

▪ At this time only administrative comments remain (i.e. record O&M agreement, pay 

stormwater facilities fee, pay stormwater maintenance fund). 
o 527 Monocacy Trail: 

▪ At this time only administrative comments remain (i.e. record O&M agreement, pay 
stormwater facilities fee, pay stormwater maintenance fund). 

 
Sanitary Sewer Systems: 
 

• North Loop Interceptor 

o ARRO has applied for an H2O grant for the project and is waiting on a response. 
o Current estimation of project construction start date is early February. Please note, this is 

reliant on weather and other projects that Wexcon has ongoing. We are anticipating more 
updates on timeline from Samuel Rosario of Wexcon soon. 

o All submittals have been received by Wexcon other than HDPE pipe. Please note, should this 
be delayed, Wexcon states that is should not be an issue as this is required for a later part of 
the project. 

GIS: 

• ARRO continues to provide as-needed GIS support to Borough office staff and public 

works/maintenance staff. 

• 280 Registered Users to date for Public Notification System. 
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o The Borough’s current balance for SMS notifications is $91.73.  

• ARRO has sent e-mail’s to previously registered landlords/property managers in the Borough with 

the 2023 rental property registration instructions in December 2022.  

o As of 1/3/2023, 65 rental registrations have been submitted. 

• ARRO provided Borough staff with a map of Borough parcels to confirm any parcels that should 

receive 2023 rental property registration instructions via standard mail.  

• ARRO will be working with Scott Miller on best practices for recording paper applications and 

recording payment status of landlords. 

• ARRO backed up the Borough’s rental property and code enforcement databases (monthly; 

reoccurring) 

 

Community Park – Phase 3:  
 

• Shiloh Paving & Excavating has submitted a Preliminary Schedule showing a late March 2023 
start and June 12 completion. 

• Shiloh Paving & Excavating has submitted Change Order No. 3.  
o ARRO has reviewed Change Order No. 3 and offers the below comments: 

▪ Change Order No.3 increases costs (+$15,131.00) to total contract price of 
$484,941.92.  This is roughly a +3.2% increase to the contract price (incl. 
previous change orders).  Considering factors that the pricing they provided 
dates back to 4/11/22 and Notice to Proceed wasn’t until 8/1/22 (with a 90-day 
contract duration) – I do not find this increase to unreasonable considering this.  
Add that they will be working in calendar year 2023, effectively 12-mo. after 
original bid pricing was provided. 

▪ Observations with other construction projects since the award of this contract – it 
should be noted there have been significant material cost and inflationary 
increases.  In relation to concrete costs alone, we have seen upwards of 12% 
increases in costs. 

▪ Materials that have been purchased via Spring Grove for the Romtec building 
would not be considered in escalations of costs for labor and materials not 
included. 

▪ Schedule provided shows work to commence between 3/24/23 to 6/7/23.  This 
would be effectively (75) calendar days to complete the project.  This is close to 
precisely how many days that would have been left in the original contract times 
of (83) calendar days.  If the Borough agrees with this timeline, we would 
recommend any execution of change order No.3 to include updated contract 
times to set an end date for completion with the contractor. 

▪ There were noted exclusions in the change order as provided. Please see the 
below exclusions and response comments. 

▪ Exclusions: 

• Winter conditions are excluded from the above pricing; 

• Replacement of silt sock or other BMPs that may be required; 

• Import of clean fill materials that may be required; 

• Export of any unsuitable and/or trash laden materials. 
▪ Response comments 

• We are effectively avoiding winter conditions by allowing the contractor 
to continue work at the end of March 2023. 

• Replacement of silt sock and adherence to the E&S plans is solely the 
contractor’s responsibility.  If deficiencies are needing to be addressed, it 
would be the contractor’s responsibility within the original contract 
requirements to address them accordingly, including seeding/mulching.  
There are no new BMP’s to be installed.  BMP No.1 is being removed 
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while BMP No.2 is slightly modified in widths, but not in depth (to avoid 
the soil cap for the landfill). 

• They may need additional clean fill material to restore the soil cap (per 
PA DEP) to the landfill.  They will need to communicate this prior to 
assuming any charges.  They did not provide bid pricing for Line Items 
No. 23 (Misc. Classified Excavation), and there are not provisions in the 
contract to provide miscellaneous clean fill material.  So this would need 
to be settled before they proceed on this. 

• Removal of any trash laden soils from the site that may be remaining will 
be strictly focused on the basin modifications to BMP No.2.  This should 
be minimal, however they will need to restore the soil cap in the basin 
bottom which will require some over-excavation.  There will ultimately be 
some additional trucking/hauling of materials from the site to Modern 
Landfill.  We will request the contractor to provide a change order for 
consideration for this work once it is determined the scope needed. 

 
5) Zoning, Code, & Parking Enforcement Reports 

 
Zoning Report 
 

 
 
Code Enforcement Report 
 

Borough of Spring Grove 

 

Monthly Code Enforcement Report 

12/1/2022 To 12/31/2022 

 

Scott Miller 

Code Enforcement Officer 

 

Date Of Report: 1/9/2023 
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Monthly Summary 

12/1/2022 To 12/31/2022 

Defendant/ 

Violator 

Inspection 

Type 

Address Activity Date Letter 

Sent 

Ticket 

Issued 

Complianc

e Due 

Initial Inspections 

Property Owner Public 

Complaint 

227 W 

CONSTITUTION 

AVE, SPRING 

GROVE PA 17362 

-Exterior areas of property and 

premises are not in clean, safe, 

and sanitary condition (302.1, 

304.1)  

12/5/2022 Yes No 12/12/2022 

Owner / Occupant Public 

Complaint 

77 N MAIN ST, 

SPRING GROVE PA 

17362 

-Exterior areas of property and 

premises are not in clean, safe, 

and sanitary condition (302.1, 

304.1)  

12/8/2022 Yes No 1/13/2023 

Property Owner Public 

Complaint 

250 N MAIN ST, 

SPRING GROVE PA 

17362 

-Animal Violation (168)  12/9/2022 Yes Yes 1/16/2023 

Owner / Occupant Borough Staff 

Observation 

20 WATER ST, 

SPRING GROVE PA 

17362 

-Exterior areas of property and 

premises are not in clean, safe, 

and sanitary condition (302.1, 

304.1)  

12/19/2022 Yes No 12/30/2022 

Owner / Occupant Borough Staff 

Observation 

15 S WATER ST, 

SPRING GROVE PA 

17362 

-Exterior areas of property and 

premises are not in clean, safe, 

and sanitary condition (302.1, 

304.1)  

12/19/2022 Yes No 12/30/2022 

Re-Inspections 

Owner / Occupant Reinspection 20 WATER ST, 

SPRING GROVE PA 

17362 

-Exterior areas of property and 

premises are not in clean, safe, 

and sanitary condition (302.1, 

304.1)  

12/30/2022 Yes No 12/30/2022 

 

DECEMBER 2022 - EXTERIOR CODE ENFORCEMENT 

Initial Code Enforcement Inspections Performed - December 2022: 5 

Code Enforcement Re-Inspections Performed - December 2022: 1 

Properties Issued Code Violations - December 2022: 6 

Quality of Life Tickets Issued - December 2022: 1 

DECEMBER 2022 - RENTAL PROPERTY MANAGEMENT 

Rental Property Registrations (2022) Submitted - As of December 2022: 99 

Rental Property Annual Registration Fee Paid - As of December 2022: 78 

Tenant Surveys Submitted - As of December 2022: 1 
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Monthly Violation Summary 

12/1/2022 To 12/31/2022 

Violations # of Violations 

Exterior Structure 

Exterior areas of property and premises are not in clean, safe, and sanitary condition (302.1, 304.1) 4 

Premises are not graded and maintained to prevent soil erosion and accumulation of stagnant water (302.2) 0 

Sidewalks, driveways, stairs, etc. are in bad condition and are not free from hazardous conditions (302.3) 0 

Premises and exterior property are not free from weeds or plant growth in excess of 5 inches (302.4) 0 

Structures and exterior property are not free from rodent harborage (302.5) 0 

Exhaust vents discharge directly upon adjacent properties (302.6) 0 

Accessory structures are not structurally sound and are not in good repair (302.7) 0 

Unoperated or unlicensed motor vehicles are stored on premises; One or more vehicles in a state of major disrepair or disassembly 

without permit (302.8) 

0 

Markings, carvings, or graffiti present on exterior property (302.9) 0 

Swimming pools are not clean and are in bad condition if applicable (303.1) 0 

Pools, hot tubs and spas containing water deeper than 24 inches are not secured by proper enclosure if applicable (303.2) 0 

Exterior wood surfaces, masonry, siding, paint, metal surfaces, etc. are not free from deterioration and maintained weather 

resistance (304.2) 

0 

Improper front and rear premises identification if applicable (304.3) 0 

Exterior structural members are the incorrect height, incapable of supporting loads, and in bad condition (304.4) 0 

Foundation walls are not maintained plumb and have cracks (304.5) 0 

Exterior structure is not structurally sound and not maintained weatherproof (304.6) 0 

Roof, drains, gutters, and downspouts are in bad condition (304.7) 0 

Decorative features are in bad condition with improper anchorage and in an unsafe condition (304.8) 0 

Overhang extensions are in disrepair and improperly anchored (304.9) 0 

Stairways, decks, porches, and balconies are not structurally sound and incapable of supporting the imposed loads (304.10) 0 

Chimneys and towers are not maintained structurally safe and sound and not protected from deterioration (304.11) 0 

Rental Inspection Violations 

Handrails and guards are not firmly fastened and capable of supporting imposed loads. (304.12) 0 

Window, skylight, and door frames are not weather tight, and/or glazing materials have cracks or holes. (304.13, 304.13.1) 0 

Openable windows are not easily opened or not held in position by window hardware. (304.13.2) 0 

Insect screens are not present on windows or self closing doors, where required, from May1 - Oct1 not less than 16 mesh per inch. 

(304.14) 

0 

Exterior doors are in bad condition and not tightly secured by locks. (304.15) 0 

Basement hatchways are not secured to prevent entrance of rodents, rain, and surface drainage water. (304.16) 0 

Openable basement window is not secured by rodent shields, storm windows, or other approved protection. (304.17) 0 

Doors to rented/leased/let units do not have a deadbolt with a lock throw of not less than 1 inch. (304.18.1) 0 
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Operable windows within 6 feet above ground level of rented/leased/let unit are not equipped with a window sash locking device. 

(304.18.2) 

0 

Basement hatchways to rented/leased/let unit are not equipped with devices to secure the unit from unauthorized entry. 0 

Interior surfaces are in unsanitary condition and are not clean. (305) 0 

Interior railings are not present, or are of incorrect height, or are incapable of supporting loads. (306) 0 

A habitable space lacks any openable windows. (402, 403) 0 

Bathroom/toilet room lacks a ventilation system or openable window. (403) 0 

Kitchens do not have a passage of at least 3 feet. (404) 0 

Shower, bathtub, lavatory, and/or kitchen sink are unsanitary and not in working condition. (502) 0 

Plumbing fixtures are improperly installed or not in working order. Has obstructions, leaks, and/or defects present. (504) 0 

Kitchen sinks, laundry facilities, bathtubs, and showers do not run both hot and cold water. (505) 0 

Heat supply is unavailable in habitable rooms, bathrooms, and toilet rooms. (602) 0 

Combustible material clearances not around mechanical equipment. (603) 0 

Electrical system contains visible hazards. (604) 0 

Laundry areas lack at least one ground fault receptacle. (605) 0 

Bathroom lacks at least one receptacle. (605) 0 

Unobstructed path of travel from any point in the building to the public way is not present. (702) 0 

Smoke alarms are not on the ceiling or wall outside/immediate vicinity of each sleeping area. (704) 0 

Smoke alarms are not installed on each room used for sleeping purposes, attic, and basement. (704) 0 

Unit lacks at least one carbon monoxide detector if applicable. (SGB Ord 3-2008) 0 

Unit lacks at least one operable fire extinguisher. (2-A: 10-B:C) (SGB Ord 3-2008) 0 

Quality of Life Violations 

Air Pollution Violation (157) 0 

Animal Violation (168) 0 

Property Maintenance Violation (288) 0 

Rental Property Violation (314) 0 

Solid Waste Violation (331) 0 

Sidewalk Violation (344) 0 

Miscellaneous Violations 

Domestic pet running at large upon public streets or highways or upon public property not owned by domestic pet owner (168.2) 0 

Domestic pet causing annoyance or discomfort to or disturbs the peace of the citizens, residents, or other persons lawfully in the 

Borough by barking, crying or causing any other unseemly noise; or makes any loud or harsh noise or disturbance with such 

frequency as to interfere with or disturb the peace/quiet. Presumption of disturbance (not required) if domestic pet causes loud or 

harsh noise for more than 1/2 hour (168.3) 

0 

Domestic pet owner allowing the pet to defecate upon any street, sidewalk, park, public space, or private property of another and 

not Immediately cleaning it up (168.5) 

0 

Domestic pet owner allowing pet excreta to accumulate on any private or public property, including property owned by the owner of 

the animal (168.5) 

0 

Building or other activities without the required building and/or zoning permits. 0 

Miscellaneous 0 
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Borough of Spring Grove Code Enforcement Report 

Property Address: 227 W CONSTITUTION AVE, SPRING GROVE PA 17362 

Property Owner: ALLISON THOMAS L 

Inspection Date: 12/5/2022 

Inspection Type: Public Complaint 

VIOLATIONS: 

-Exterior areas of property and premises are not in clean, safe, and sanitary condition (302.1, 304.1) 

Comments: Borough Council is complaining that the entire property is full of rubbish.  At this point, 

every entrance is full of junk.   This is a fineable offence but I can give the tenants 1 week to clean-up the 

property. 

Summary/Additional Comments:  

Date by which Violations must be corrected: 12/12/2022 

Letter Sent: Yes, Sent To Property Owner 

Photo(s) Taken:  
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Borough of Spring Grove Code Enforcement Report 

Property Address: 77 N MAIN ST, SPRING GROVE PA 17362 

Property Owner: RENDA ANTOHNY J 

Inspection Date: 12/8/2022 

Inspection Type: Public Complaint 

VIOLATIONS: 

-Exterior areas of property and premises are not in clean, safe, and sanitary condition (302.1, 304.1) 

Comments: Neighbors have complained about the trailer with rubbish on the sidewalk.   Kids must walk 

in street in the morning to catch the bus.  In addition, you are not allowed to park a motorized vehicle 

on the sidewalk in the Borough.  Please move. 

Summary/Additional Comments:  

Date by which Violations must be corrected: 1/13/2023 

Letter Sent: Yes, Sent To both owner and occupant 

Photo(s) Taken:  

 

 

 

Borough of Spring Grove Code Enforcement Report 

Property Address: 250 N MAIN ST, SPRING GROVE PA 17362 

Property Owner: KITZMILLER CODY C 

Inspection Date: 12/9/2022 

Inspection Type: Public Complaint 
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VIOLATIONS: 

-Animal Violation (168) 

Comments: Please make sure that you only have 2 chickens which is the maximum allowed in the 

Borough on a minimum of 10,000 ft2 of property area.   Thank you! 

Summary/Additional Comments:  

Date by which Violations must be corrected: 1/16/2023 

Letter Sent: Yes, Sent To Property Owner 

Quality of Life Ticket Issued? Yes, Sent To Property Owner 

Photo(s) Taken:  

Borough of Spring Grove Code Enforcement Report 

Property Address: 20 WATER ST, SPRING GROVE PA 17362 

Property Owner: WILDASIN DARRELL E JR 

Inspection Date: 12/19/2022 

Inspection Type: Borough Staff Observation 

VIOLATIONS: 

-Exterior areas of property and premises are not in clean, safe, and sanitary condition (302.1, 304.1) 

Comments: Rear of 20 and 24 S Water are both loaded with rubbish per the pictures.  This must be 

cleaned quickly to avoid fines. 

Summary/Additional Comments:  

Date by which Violations must be corrected: 12/30/2022 

Letter Sent: Yes, Sent To both owner and occupant 

Photo(s) Taken:  
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Borough of Spring Grove Code Enforcement Report 

Property Address: 15 S WATER ST, SPRING GROVE PA 17362 

Property Owner: STEINSNYDER STEVEN 

Inspection Date: 12/19/2022 

Inspection Type: Borough Staff Observation 

VIOLATIONS: 

-Exterior areas of property and premises are not in clean, safe, and sanitary condition (302.1, 304.1) 

Comments: There is junk piles in backyard.  This must be cleaned quickly to avoid future fines. 

Summary/Additional Comments:  

Date by which Violations must be corrected: 12/30/2022 

Letter Sent: Yes, Sent To both owner and occupant 

Photo(s) Taken:  

 

 

 

Borough of Spring Grove Code Enforcement Report 

Property Address: 20 WATER ST, SPRING GROVE PA 17362 

Property Owner: WILDASIN DARRELL E JR 

Initial Inspection Date: 12/19/2022 

Re-Inspection Date: 12/30/2022 

Inspection Type: Reinspection 

VIOLATIONS: 

-Exterior areas of property and premises are not in clean, safe, and sanitary condition (302.1, 304.1) 

Comments: Rear of 20 and 24 S Water are both loaded with rubbish per the pictures.  This must be 

cleaned quickly to avoid fines. 
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Summary/Additional Comments:  

Have all the violations been resolved?  No 

Date by which Violations must be corrected: 12/30/2022 

Letter Sent: Yes, Sent To both owner and occupant 

Photo(s) Taken:  

  

  

 

Parking Enforcement Report 

12/01/2022 – 12/31/2022 
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6) Recreation  
 
A. Spring Grove Regional Parks and Recreation Center Board Minutes – 

November 2022  
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B. Spring Grove Regional Parks and Recreation Center Financial Report – 
November 2022  
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7) Committee Reports 
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D.  New Business  

 

New Business Agenda Item #1:  New employee handbook discussion. 

 
ABOUT THE BOROUGH  

The site of Spring Grove was laid out in 1747 on the banks of Codorus Creek, midway between York City and 
Hanover, by a surveyor for the Penn’s. Its growth since that time falls into two (2) periods, each lasting 
approximately 100 years. The first witnessed development of the Borough as an iron-making center.  The second, 
which extends to the present day, is as a papermaking center. The businesses of both periods have relied on 
certain natural resources of the area. 

Originally, Spring Grove was a part of Paradise Township and was contained within the boundaries of Lancaster 
County. York County was formed in 1749 and Jackson Township, including Spring Grove, in 1853. The residents of 
the community petitioned the County Court in 1882 for incorporation as a borough, and in August of that year 
their petition was granted. Since that time, the Borough has grown in area because of annexation of the 
surrounding land, the largest annexation having taken place in 1953. 

In the 1770’s, attracted by the presence of water, iron ore and wood for charcoal in the Pigeon Hills, an iron 
manufacturer established a forge at “Spring Forge.” It is known as Spring Grove. The early German and English 
woodchoppers who flocked to this first Pennsylvania iron industry west of the Susquehanna were the forbearers of 
today’s community. By the mid-19th Century, the manufacturing of iron had grown to a point where almost 200 
tons of iron bar were produced locally each year. 

By 1851, however, the iron business had been suspended, and its buildings were converted to the manufacturing 
of paper. Once again local resources, wood, and water were largely responsible for the location of this industry in 
the Spring Grove area. Thirteen years later, the plant was purchased by P. H. Glatfelter for $14,000. 

Other basic industries, such as brickmaking and the manufacture of explosives, have from time to time established 
themselves in the Borough. None, however, have remained as long nor have been as successful as the paper mill. 
Since 1865, the growth of the borough has reflected growth of the Glatfelter Paper Mill. Spring Grove today is a 
one-industry tow, where the mill dominates the Borough’s economic and community life. 

 

ABOUT THIS HANDBOOK 

The Borough of Spring Grove (further referred to as the “Borough”) believes in keeping our employees fully 
informed of what each employee can expect from employment with the Borough as well as the obligations 
assumed as an employee. The policies, practices and benefits described in this handbook reflect a great deal of 
thought and concern for the well-being of our employees. Every Borough employee has an obligation to become 
familiar with the policies, procedures, practices, and benefits described within this handbook. The intention of this 
handbook is to provide you with general information about the work rules and procedures under which we 
operate, as well as the benefits provided for our employees. To keep it brief, some details of explanation and 
exception have necessarily been omitted and you should not consider this handbook as the total and complete 
statement of policy for the Borough. 

This handbook replaces all prior personnel or policy handbooks, manuals or other policy or practice description. 

The Borough may unilaterally amend, supplement, modify or eliminate one or more of the benefits, work rules, 

policies, or practices without prior notice. Communication of any change to this handbook will be in writing to each 

employee and will require a signed receipt acknowledgement upon receipt of the change. 

Nothing in this handbook creates, nor should any part of this handbook be construed to create a promise or 

guarantee of continued employment for any length of time or a promise or guarantee of any benefit described 

therein. Employment is at-will. 
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Descriptions of various fringe benefits such as group health insurance, retirement savings, etc. are summaries only. 

Should the descriptions in this handbook differ with any formal agreement or written plan document, the formal 

agreement or plan document will be considered correct. 

You should direct all questions or requests for clarification pertaining to employment or any information included 

in this handbook to the Borough Manager. 

EMPLOYMENT RELATIONSHIP 

Employment with the Borough is by appointment by the Council. Nothing in this handbook constitutes an express 

or implied contract of employment or warranty of benefits. Only the Borough Manager, in conjunction with the 

Borough Council, has the authority to modify this employment relationship or to enter any employment contract, 

and then only by written agreement. 

EMPLOYMENT STANDARDS 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 

The Borough believes in providing a work environment that promotes fair and equal treatment, consideration, and 

employment opportunity to all employees in all classifications and applicants for employment without regard to 

race, religion, color, sex, age, national origin, status of a qualified individual with a disability, military status, marital 

status, pregnancy, sexual orientation, or any other characteristic protected by applicable federal, state, or local 

law. This policy applies to all terms, conditions, privileges of employment, and policies of the organization, 

including but not limited to hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absences, 

compensation, and training/professional development except as contemplated herein or by applicable law certain 

positions that have bona fide occupational qualification requirements. 

Employees in all classifications are strictly prohibited from aiding, abetting, compelling, coercing, or conspiring to 

discharge or cause another employee to resign, and/or creating a hostile work environment because of race, 

religion, color, sex, age, national origin, status of a qualified individual with a disability, military status, marital 

status, pregnancy, sexual orientation, genetic information, or any other characteristic protected by applicable 

federal, state or local law. 

The Borough will use for job referral purposes only those employment agencies or other third-party agents that do 

not discriminate based on race, religion, color, sex, age, national origin, status of a qualified individual with a 

disability, military status, marital status, pregnancy, sexual orientation, genetic information, or any other 

characteristic protected by applicable federal, state, or local law. 

Any employee confronted with a decision or behavior that he or she believes is contrary to this policy is required 

to immediately report the incident to the Borough Manager. Management will investigate all reported incidents on 

a confidential basis as allowed by law and take appropriate action upon completion of the investigation. 

Any employee who violates any part of this policy will be subject to disciplinary action up to and including 

discharge from employment, as well as criminal prosecution, if applicable. Any employee, who in good faith, 

reports any incident that is in violation of this policy will not receive any adverse employment action because of 

reporting the incident. 

SEXUAL OR OTHER HARASSMENT POLICY 

In support of our Equal Employment Opportunity Policy, we are committed to maintaining a workplace free of 

harassment and intimidation based on race, religion, color, sex, age, national origin, status of a qualified individual 

with a disability, military status, marital status, pregnancy, sexual orientation, genetic information or any other 

characteristic protected by applicable federal, state or local law. 

The federal Equal Employment Opportunity Commission (“EEOC”) has defined sexual harassment as follows: 
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Harassment on the basis of sex is a violation of Sec. 703, Title VII of the Civil Rights Act of 1964, as amended. 

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature 

constitute sexual harassment when: 

1) submission to such conduct made either explicitly a term or condition of an individual’s employment; 

2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions 

affecting such individual; or, 

3) such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or 

creating an intimidating, hostile, or offensive working environment. 

Sexual harassment is an infringement upon an individual’s right to work in an environment free from unwanted 

sexual attention and sexual pressure of any kind. Other types of harassment include non-sexual harassment and/or 

intimidation (non-gender or gender-based), when such conduct has the purpose or effect of unreasonably 

interfering with an individual’s work performance or creating an intimidating, hostile or offensive working 

environment. 

Harassment of any kind works to demean an individual or group of individuals and creates unacceptable stress for 

the entire organization. Significant costs are involved; morale is adversely affected and work effectiveness 

declines. 

The Borough does not condone and expressly prohibits harassment of any form in the workplace by any employee 

or any third party on our premises over which we have control. Persons harassing others will be dealt with swiftly 

and vigorously. All employees in all classifications are required to abide by and enforce the rules of this policy. Any 

employee who violates any part of this policy is subject to disciplinary action up to and including discharge from 

employment. 

What to do if you believe harassment has occurred: 

The Borough Manager, or their authorized agent(s), are empowered to investigate complaints based on sexual or 

other types of harassment. You have an obligation as an employee to report conduct that you believe, in good 

faith, constitutes harassment. Take advantage of the preventative and corrective opportunities provided by the 

Borough. 

You should immediately report any incident or situation that you believe involves harassment, sexual or otherwise, 

by any of our employees, or third parties on our premises over whom we have control, to the Borough Manager. 

The Borough will handle such matters in a prompt and lawful manner to ensure that such conduct does not 

continue. Incidents and situations will be investigated and any corrective action that the Borough determines is 

appropriate and allowed by law will be taken, up to and including discharge from employment and criminal 

prosecution if applicable. The Borough will maintain confidentiality to the extent possible and allowed by 

applicable law that the situation may be equitably remedied without the release of information. If it is necessary to 

release confidential information to conduct a satisfactory investigation, it will be distributed on a “need to know” 

basis. 

No person will be adversely affected in employment decisions by the Borough because of bringing to our attention 

what he or she believes in good faith to be a bona fide complaint of harassment. Any individual that intentionally 

makes a false claim of harassment is subject to disciplinary action up to and including discharge from employment 

and criminal prosecution, if applicable. 
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DISABILITY 

Title I and Title V of the Americans with Disabilities Act of 1990, as amended, protects qualified individuals from 

discrimination based on disability in hiring, promotion, discharge, pay, fringe benefits, job training, classification, 

referral, and other aspects of employment. Disability discrimination includes not making reasonable 

accommodation to the known physical or mental limitations of an otherwise qualified individual with a disability 

who is an applicant or employee, barring undue hardship.  

REASONABLE ACCOMMODATION FOR DISABILITIES DUE TO PREGNANCY 

Pregnant employees who are temporarily disabled will be permitted light duty assignments, where available, 

among other potential reasonable accommodations. These accommodations may include changes to the 

employee’s job duties, changes to the employee’s work hours, relocating the employee’s work area, providing 

mechanical/electrical aids, transferring the employee to a less strenuous/less hazardous position, or providing 

leave. The employee must provide the Borough Manager a health care provider’s certification that includes the 

date the reasonable accommodation became medically advisable, the probable duration of the accommodation, 

and an explanatory statement as to the medical advisability of the accommodation as a prerequisite to a light duty 

accommodation. 

AGE 

The Age Discrimination in Employment Act of 1967, as amended, protects applicants and employees 40 years of 

age or older from discrimination based on age in hiring, promotion, discharge, pay, fringe benefits, job training, 

classification, referral, and other aspects of employment.  

GENDER 

In addition to sex discrimination prohibited by Title VII of the Civil Rights Act, as amended, the Equal Pay Act of 

1963, as amended, prohibits sex discrimination in the payment of wages to women and men performing 

substantially equal work, in jobs that require equal skill, effort, and responsibility, under similar working 

conditions, in the same establishment. 

GENETIC INFORMATION 

Title II of the Genetic Information Nondiscrimination Act of 2008 protects applicants and employees from 

discrimination based on genetic information in hiring, promotion, discharge, pay, fringe benefits, job training, 

classification, referral, and other aspects of employment. GINA also restricts employers’ acquisition of genetic 

information and strictly limits disclosure of genetic information. Genetic information includes information about 

genetic tests of applicants, employees, or their family members; the manifestation of diseases or disorders in 

family members (family medical history); and requests for or receipt of genetic services by applicants, employees, 

or their family members.  

RETALIATION 

All federal and state laws prohibit covered entities from retaliating against a person who files a charge of 

discrimination, participates in a discrimination proceeding, or otherwise opposes an unlawful employment 

practice.  

DRUG AND ALCOHOL-FREE WORKPLACE POLICY 

The purpose of the Drug and Alcohol-Free Workplace Policy is to provide for a safe, healthy, and productive work 

environment for all employees. The use of alcohol or drugs in violation of this policy poses a health and safety 

hazard to the employee involved, co-workers, Borough property and the community. The employment of persons 

engaged in illegal drug activity could negatively affect the business operation and reputation of the Borough. 
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Employees in all categories have an obligation to immediately report any violation or suspected violation of this 

policy to the Borough Manager. Any employee who violates any portion of this policy will be subject to disciplinary 

action up to and including discharge from employment, and criminal prosecution if applicable. 

Definitions. 

1) “Substance abuse” means the use, misuse or illegal use of drugs, controlled substances, and alcoholic 

beverages. 

2) “Dangerous substance” means illegal drugs, controlled substances, look-alikes, or designer drugs; unauthorized 

alcoholic beverages; drug paraphernalia; unauthorized prescription drugs; and any other perception-altering 

substance. 

3) “Borough premises” includes all Borough property whether owned, leased or used, e.g., facilities, buildings, 

structures, storage units, parking areas, automobiles, trucks, and all other vehicles. This includes all other work 

locations or transit to and from those locations while in the course and scope of Borough employment. 

4) “Reasonable suspicion” includes, but is not limited to observation of behavior, other than as attributed to 

certain medical conditions, such as slurred speech, unsteady walking, abrupt mood swings, breath (alcohol), or 

odor; observation of physical manifestations frequently associated with some form of substance abuse, e.g., 

needle marks, sudden nosebleeds, accidents, injuries, excessive absenteeism, declining productivity, observed use 

or possession of drug paraphernalia and/or suspicious activity indicating possible involvement with prohibited 

substances or alcohol. 

5) “Test” is the screen of breath, urine, or blood. 

The Borough’s Drug and Alcohol-Free Workplace policy applies to all employees in all job classifications and strictly 

prohibits employees from: 

1) The manufacture, distribution, dispensation, possession, abuse or use of dangerous substances or illegal drugs 

(including prescription drugs not taken in accordance with a valid prescription) at any time in the workplace and on 

any Borough premises; and, 

2) Being under the influence of or having dangerous substances present in their bodies or in their possession while 

reporting to work, while at work, or while on- call for work. 

To maintain a safe workplace for its employees, the Borough may require testing of employees who we believe 

with reasonable suspicion of reporting to work are in violation of this policy and/or following an on-the-job 

accident. Employees are required to report to the lab for the test within one hour of the request. Testing will be 

done at the Borough’s expense. Employees who refuse to take a test as directed or who otherwise violate the Drug 

and Alcohol-Free Workplace policy will be subject to disciplinary action up to and including discharge from 

employment as well as criminal prosecution, if applicable. 

The Borough will follow Department of Transportation (DOT) regulations where applicable regarding random or 

other drug or alcohol testing requirement for drivers of Borough commercial vehicles, and to comply with DOD 

contractor or other federal, state, or local regulations. 

In appropriate situations and at the Borough’s sole discretion, an employee who voluntarily (prior to being caught) 

admits that he or she has a substance abuse problem may be eligible to enroll in a rehabilitation program at the 

employee’s expense and be eligible to return to work upon successfully completing the program. The employee 

will be required to sign a Conditions of Continued Employment Statement. The implementation of the Conditions 
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of Continued Employment Statement does not alter the employment relationship entered by the Borough and the 

employee and is not a guarantee of continued employment of any duration. 

Any employee who uses prescribed drugs or over-the-counter medication that may impair his or her ability to 

perform the essential functions of his or her job or poses a direct threat to the employee or to others is expected 

to report this information to the Borough Manager. The Borough will make reasonable accommodation as allowed 

by applicable law to the known disabilities of employees where such accommodations do not create an undue 

financial hardship to the Borough. The Borough reserves the right to require medical or other documentation for 

verification of the need for such accommodation. 

Nothing in this policy shall be construed as inconsistent with the Borough’s responsibility for compliance with 

federal, state, and local laws regarding fair employment practices. 

Testing Procedures. In accordance with Pennsylvania law, and applicable to all Borough employees in the state of 

Pennsylvania, the Borough will:  

1) Use only state/NIDA certified laboratories for its job-related drug and alcohol testing; 

2) Inform the employee tested, at the employee’s request, the address of the laboratory that will test the 

specimen; 

3) Provide any employee who has tested positively and whose test results have been confirmed with the following 

information within 30 days of the date that the test was performed; 

a) a copy of the laboratory test including the test results; 

b) a copy of this written policy on the use or abuse of controlled dangerous substances; 

c) if applicable, written notice of the Borough’s intent to take disciplinary action, terminate employment 

or change the conditions of continued employment; and, 

d) a statement or copy of the provisions of the Annotated Code of Maryland, Health - General Article, § 

17-214, permitting an employee to request independent testing of the same sample for verification of the 

test result, as follows: 

“(e)(1) A person who is required to submit to job-related testing, under subsection (b) or (c) of this 

section, may request independent testing of the same specimen for verification of the test results by a 

laboratory that: 

i. Holds a permit under this subtitle; or 

ii. If located outside of the state, is certified or otherwise approved under subsection (f) of the 

section. 

Drugs and/or alcohol are strictly prohibited on the Borough premises.  

EMPLOYMENT ELIGIBILITY 

Federal law requires every U.S. employer to verify, at the start of employment, each employee’s identity, and legal 

eligibility to work in the United States. New employees are required to present to the Borough, within 72 hours of 

beginning work, documentation to establish identity and employment eligibility as designated by the Department 

of Homeland Security and described in DHS Form I-9. 

Any employee who fails to provide this required documentation within the 72-hour time limit will not be allowed 

to continue employment with the Borough until the authorized documentation is presented. 
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Throughout the employment relationship, or upon rehire, employees will be required to re-verify information that 

is outdated or changed, as required by law. 

BACKGROUND CHECKS AND DRUG/ALCOHOL SCREEN 

As allowed by the federal Fair Credit and Reporting Act, as amended, all applicants for employment and current 

employees will be required as a condition of employment to sign a Consumer Report Disclosure and Authorization 

form acknowledging and authorizing the Borough to request certain background information about the 

prospective or current employee. This authorization will remain in effect throughout the employment relationship, 

until either the employment relationship ends, or the employee revokes the authorization in writing, whichever 

occurs first. 

An employment offer and/or assignment will be conditional pending the receipt of a satisfactory background check 

(consumer report), which can include agency records searches and personal contact regarding such things as 

recent criminal history; civil suits and debt from public records; credit reports; identification, employment and 

education/certification verification; general character and motor vehicle record. Credit reports will only be 

requested for employees who are in positions of trust and have access to currency and/or financial information of 

the Borough. 

An additional condition of employment, post-offer, is a satisfactory report for a drug and alcohol screen as allowed 

by state and local law. 

The Borough reserves the right to request official agency records regarding the driving record of any current or 

prospective employee who will drive Borough vehicles or whose job duties include driving any vehicle – personal 

or Borough provided, while performing Borough business. Driving record checks may be conducted annually for 

current employees who drive or have access to drive Borough-owned vehicles. 

INTRODUCTORY EMPLOYMENT PERIOD 

The first day you report to work establishes your official employment anniversary date. Your anniversary date is 

used to compute various conditions and benefits described in this handbook. 

The first 90 days of employment for all newly hired employees are considered an introductory employment period. 

We will closely monitor and evaluate your job performance as a new employee during this introductory period to 

ensure a smooth transition into employment with the Borough. The Borough Manager may meet with you at any 

time during or following this initial employment period to discuss job performance. You are encouraged to 

communicate ideas, comments and concerns regarding your job duties and transition into the Borough during this 

period to help ensure a good fit within the organization. 

EMPLOYEE INFORMATION 

Federal and state laws require every employer to maintain certain information about each employee. This 

collection of information is referred to as the “employee file” or “personnel file.” The employee file includes such 

information as your job application, resume, references and any background checks, records of training, 

documentation of performance reviews, promotions, and disciplinary action, pay records, group benefits plan 

enrollment, and any other documentation of your employment history with the Borough. 

Employee files are the sole property of the Borough, and access to the information contained in the files is 

restricted. All information contained in the employee file will be maintained in a secure file location and kept in 

strict confidence as required by applicable law. You may request, by contacting the Borough Manager, access to 

review your own employee file. You are prohibited from removing, adding, or otherwise changing any documents 

or other information contained in your employee file without prior authorization. You should submit any requests 

in writing to the Borough Manager to add to, remove or amend any of the contents of your employee file. 
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Personal information contained in your employee file will not be released to any third party outside of the Borough 

without your written consent, other than as required by court order or other federal, state, or local law. The 

Borough does not provide personal references for former employees without prior written authorization. Without 

a proper release, the Borough will provide verification only of an employee’s job held, dates of employment, and 

ending salary. 

Additionally, you are required to immediately inform the Borough Manager by written notice of any major change 

affecting your employment records, payroll records and/or group benefit enrollment information. Information 

changes that you are required to provide include: 

• Name, home address and/or telephone number 

• Marital status and/or number of dependents (for group benefit eligibility) 

• Change of beneficiary 

• Emergency contact name and/or telephone number 

• Authorized payroll deductions or tax withholding information 

• Additional education and special training 

• Military call to duty (when not prohibited due to reasons of national security) 

• Proof of identity and legal eligibility to work in the U.S. 

EMPLOYMENT CLASSIFICATION 

In compliance with the Fair Labor Standards Act (FLSA) and state wage and hour laws, each Borough employee is 

placed in one of the following classifications. You will be advised of your employment classification upon hire or 

change in job/position with the Borough. 

Full-time employee Fills a regularly scheduled position and whose normal 
work schedule is at least 40 hours each week This 
category of employee is eligible for all group benefits. 

Part-time employee Fills a regularly scheduled position/and whose 
normal work schedule is less than 40 hours per week. 
In certain instances, seniority obtained as a part-
time employee may be applied upon becoming a 
regular full-time employee towards any waiting 
period for group benefit eligibility. 

Temporary or seasonal employee Fills a position for a limited period or on occasional 
basis as needed. Can be on a full or part-time basis 
and is not eligible for participation in the Borough 
group benefits. 

Grant-funded/federally-funded employee Position provided and paid through federal funds and 
sponsored by the Borough. Employment ends when 
program is discontinued. Generally, not eligible for 
group benefits. 

 

Additionally, each employee is either exempt or non-exempt.  Exempt employees are paid based on a salary 
basis and meet the category exemption requirements as defined in federal and state wage and hour laws. Non-
exempt employees are paid based on an hourly wage rate and are protected by the minimum wage and overtime 
provisions of federal and state wage and hour laws. 
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PERFORMANCE EVALUATIONS 

The Borough Manager is continually evaluating your job performance. Day-to-day interaction between you and the 

Borough Manager should give you a sense of how the Borough perceives your job performance. The object of our 

performance evaluation procedure is to improve employee effectiveness and to provide a systematic and 

consistent basis for identifying various levels of performance and salary increases. It further offers an opportunity 

for you and the Borough Manager to candidly discuss your past performance, future expectations, and 

professional growth opportunities. 

New employees will meet with the Borough Manager within the first 90 days of employment (introductory period) 

to review performance, determine eligibility for continued employment with the Borough, and, if appropriate, 

establish mutually agreed upon performance goals for the remainder of the year. Performance goals should be 

established and reviewed annually thereafter during the performance assessment. You will receive a copy of all 

written performance evaluations. 

Annual performance evaluations are typically conducted in August and are not a guarantee of a monetary increase 

or a promise of continued employment. A copy of the performance evaluation form is included on the next pages. 

Performance Evaluation Form 

Date: ____________________________  Review Period:    Through:    

Employee Name:    Department:       

Job Title:     Probationary Review:  Yes:  No:   

Person Conducting Review:         

Score the performance in each job factor below on a scale of 1-5, as follows: 

5 = Outstanding, consistently exceeds expectations and is recognized by peers and/or customers as a 

leader and positive example for others. 

4 = Above Expectations, consistently meets and occasionally exceeds expectations. 

3 = Meets Expectations, consistently meets expectations.  

2 = Below Expectations, occasionally fails to meet expectations. 

1 = Needs Improvement, consistently fails to meet expectations and a job performance improvement 

plan is required. 

Job Factor 
Employee 

Self-
Evaluation 

Manager 
Evaluation 

Comments 

Job-specific knowledge 
Competent in required job 
skills; is knowledgeable of the 
duties, methods and 
procedures required by the job; 
displays understanding of how 
job relates to others; able to 
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perform a wide variety of job-
related tasks. 

Quality of work 
Completes assignments in a 
thorough and accurate manner; 
produces quality work and 
achieves results under 
established quality standards. 

   

 

Work ethic and initiative 
Demonstrates commitment and 
dedication to accomplishing 
assigned duties; persistent and 
resilient in the pursuit of the 
assigned performance 
objectives and goals. 

    

Punctuality and attendance 
Has solid attendance record; 
arrives to work on time and is 
ready to work. 

    

Interpersonal/communication 
skills 
Handles internal and external 
communications effectively; 
expresses ideas clearly in both 
verbal and written 
communications. 

    

Teamwork 
Demonstrates ability to get 
along with others, 
communicates and acts as a 
team player. 

    

Customer service 
Effectiveness in servicing both 
internal and external 
customers; responsive to 
customer needs. 

    

Time management 
Consistently sets and meets 
timelines; works in 
coordination with other staff to 
ensure timelines are met; 
manages workload and delivers 
work as promised. 

    

 Other (please specify): 
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Indicate any additional comments that support your ratings: 
______________________________________________________________________________ 

 
Questions for Employee: 

What have been your major accomplishments, achievements, and contributions to the organization in 

the past year? 

 
 
 
 

 

Do you consider any of your contributions to be above and beyond the scope of your job description? 

 
 
 
 

 

Thinking back to your goals for the previous year, which goals did you achieve? Are any of these goals 

still in progress? 

 
 
 
 

 

Are there any areas where you need improvement? If yes, how can the organization help you with this? 

 
 
 
 

What are your professional goals for the next year? What would you like to accomplish in the next year? 

How will you achieve these goals? Remember to make goals specific, measurable, achievable, results-

focused and time-bound. 

 
 
 
 

 



Page 54 of 93 
 
 

Employee Name: _______________________________ 

Manager: _____________________________________ 

 

Questions for Manager: 

What are three things that this employee did well in the past year? Please include specific examples to 

back up your statements. Please use bullet points. A narrative description is not necessary. 

1. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

2. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

3. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

What are three things that this employee could do to improve in the next year? Please include specific 

examples to back up your statements. Please use bullet points. A narrative description is not necessary. 

1. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

2. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

3. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

What would you like your employee to accomplish in the next year? How will you help this employee 

achieve these goals? Remember to make goals specific, measurable, achievable, results-focused, and 

time-bound. 
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Employee Name: ___________________________    

Manager: _________________________________ 

 

Agreed upon goals for the next year (Employee and Manager to complete this section together.): 

1. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

2. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

3. _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

Employee Acknowledgment 

Your signature below indicates that the above performance appraisal and contents were reviewed and 

discussed with you by your supervisor: 

 

Employee: 
 
 

Date: 

Borough Manager: 
 
 

Date: 

 

cc: Personnel File 

COMPENSATION REVIEWS 

The Borough Manager conduct compensation reviews annually in August, based on each employee’s performance 

evaluation during the most recent assessment period. The results are presented to the Borough Council. Any wage 

or salary increases for eligible employees are effective January 1st. 

“OPEN DOOR” POLICY 

Communication is the key to every good relationship, whether it is personal or professional. Because we are 

committed to creating a productive, healthy, and safe working environment, management has established an 

“open door” policy to help you resolve job-related problems or associated personnel matters. 

This policy encourages you to consult the Manager to discuss job-related issues before they become major 

problems. We believe that most matters can be satisfactorily resolved in this way. If the matter is not resolved or is 

of a nature you feel you cannot discuss with the Manager, you are encouraged to bring your problem to the 
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Council President. There will be no discrimination, retaliation, or criticism against any employee because he or she 

seeks to resolve a job-related issue by using this open-door policy. 

DISCIPLINARY PROCESS 

Whenever a group of people works together, there must be standards of conduct for common guidance and 

efficiency. We hope that your common sense will guide you as to the proper conduct in most cases. We have 

developed a performance management process that encourages open communication between the employee and 

his or her supervisor regarding the Borough’s expectation for a satisfactory employment relationship. A disciplinary 

process is an additional tool included in our performance management process for communicating and resolving 

any problem areas with job performance, compliance with established standards of conduct or Borough policy. 

Discipline may vary depending on, among other things, the seriousness of the offense, the circumstances under 

which it occurred, your duties, your length of service (seniority) with the Borough, and your overall work record 

including any prior misconduct. Disciplinary action can take one or more of the following forms, and in any order: 

counseling, verbal or written warning or reprimand, written performance action plan, suspension (with or without 

pay) or recommendation for termination of employment. Managers will typically document their concerns with 

your performance, meet with you to review these items and forward a copy of the documentation summarizing 

your conversation and action items to be included in your personnel file. Employees who are unable to correct the 

performance issue may receive additional disciplinary actions, up to and including termination. If you are unclear 

on the disciplinary process, please contact the Borough Manager. 

If you do receive the benefit of any of these methods of discipline, be sure to take advantage of the opportunity to 

learn from your mistakes and improve your job performance and/or conduct. 

There are certain major offenses that will result in a severe disciplinary action, to include termination of 

employment. To avoid severe consequences, just follow simple common-sense guidelines and avoid major 

offenses such as, but not limited to the following: 

• Failure or refusal to carry out orders or instructions. 

• Unsatisfactory work performance, including chronic, habitual, or excessive lateness or absenteeism. 

• Using profane, obscene, or abusive language. 

• Failure to fulfill the responsibilities of the job to an extent that might or does cause injury to a person or 

damage to or loss of product, machinery, vehicle, equipment, facilities, or other Borough or resident 

property. 

• False, fraudulent, misleading, or harmful statement, action or omission related to an employment 

application, or any other information provided to or requested by the Borough. 

• Unauthorized use of, removal, theft, or damage to the property of the Borough, an employee, or visitor. 

• Threatened or actual physical violence. 

• Carrying any weapon while on Borough business or premises without Borough authorization. 

• Violation of any of the Borough’s written policies and/or procedures. 

• Organized gambling, disorderly or immoral conduct while on any Borough premises, worksite or 

otherwise performing business for or while representing the Borough in any way. 
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• Any arrest, criminal complaint, summons to answer a criminal charge, statement of charges or indictment 

which, in the Borough’s judgment, poses any real or perceived risk to persons, property, and/or the 

reputation of the Borough. 

Nothing in this policy shall alter the mutual consent employment relationship or provide any guarantee of 

specified length of employment or warranty of benefits. Employment is at-will. 

EMPLOYMENT SEPARATION 

Separation from employment is an inevitable part of personnel activity within any organization. There are two 

general types of employment separation: voluntary and involuntary, which are described below: 

Voluntary Separation:  

• Resignation: The employee voluntarily quits/resigns from employment with the Borough, with or without 

reason and/or prior notice. 

• Job abandonment: Employee does not return to work from an approved leave of absence on the date 

specified and without notice to the Borough OR employee fails to report for work when scheduled for 

three or more consecutive days without notice to the Borough (often referred to as “No call/No show”). 

Involuntary Separation:  

• Discharge (or Termination) initiated by the Borough.  

• Reduction in Force (RIF or Layoff): Borough initiates an employment separation for an indefinite period 

due to lack of work or reorganization resulting in loss of position. 

• Temporary Layoff: Borough initiates a temporary employment separation for a defined period and 

employee is eligible for rehire when work resumes. 

Since employment with the Borough is based upon mutual consent, both the Borough and the employee have the 

right to end the employment relationship within applicable federal and state employment law. An employee 

separated from employment with the Borough will receive his or her final pay in accordance with applicable wage 

and hour law. 

NOTIFICATION OF VOLUNTARY EMPLOYMENT SEPARATION 

Every Borough must plan its future personnel needs if it is to operate efficiently. Should you decide to leave the 

Borough, the Borough appreciates advanced notice of your departure. Additional information on the payout of 

accrued, but unused leave is included in the Payroll Administration section of this handbook. 

You must return to the Borough, no later than your last workday, all Borough property entrusted to you or in your 

possession, including but not limited to, work equipment, tools, vehicles, computers and accessories, 

diskettes/files, telephone equipment and accessories, keys, pagers, credit cards, files and any other items 

belonging to the Borough. 

Before you depart, the Borough Manager may conduct an exit interview with you. Your suggestions concerning 

ways we can improve business operation of the Borough are welcome. 

REHIRE OF FORMER EMPLOYEES 

Under certain circumstances, the Borough may consider a former employee for re- employment by the Borough. 

To be considered for rehire, a former employee must have been in good standing at the time of his or her previous 

termination of employment with the Borough. 
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EMPLOYMENT REFERENCES 

The Borough does not provide personal references for former employees without prior written authorization and a 

hold harmless release. Without a proper release, the Borough will provide verification only of an employee’s job 

held, dates of employment, and ending salary. All reference requests must be made in writing. Refer all requests to 

the Borough Manager.   

HOURS AND DAYS OF WORK 

 
STANDARD WORK HOURS AND OVERTIME 

Actual staff work hours are established and scheduled in accordance with the business needs of the Borough, and 

as allowed by applicable wage and hour laws. The normal workweek is forty (40) hours scheduled over a 7-day 

period. Work hours before or after the normal schedule or even weekend work will occasionally occur. As business 

or emergency need dictates, your schedule may be adjusted, and you will be expected to work the adjusted 

scheduled hours for the time required. 

Work hours for employees under the age of 18 years will be scheduled in compliance with applicable child labor 

laws. 

All categories of employees are expected to make every effort to remain flexible in their availability to adequately 

support the Borough’s business needs. All employee schedule change requests must be approved in advance by 

the Borough Manager. 

Non-exempt (hourly) employees will be paid 1.5 times their regular rate of pay for any hours worked beyond the 

regularly scheduled 40 hours during the work week. Holidays, vacation, sick leave, military leave, jury duty, 

bereavement leave, or any other authorized paid or unpaid leave will not be counted as time worked in calculating 

overtime wages. The Borough Manager must approve all overtime hours. 

Exempt employees may voluntarily, or be required to, work more hours than regularly scheduled in a workweek, 

but are not eligible under wage and hour laws for overtime pay. In accordance with federal law, exempt Borough 

employees are eligible to earn comp time for hours worked more than their normal regular hours in certain 

instances on an hour for hour basis. The comp time cap is 40 hours for exempt employees. Use of accrued comp 

time should be coordinated with the Borough Manager to ensure adequate personnel coverage. Exempt classified 

employees will not receive payment for any comp time upon termination of employment. 

Non-exempt employees may opt to accrue comp time in lieu of overtime payment. Comp time can be accrued up 

to three days (24 hours) maximum and the employee is responsible for informing the Borough Manager that 

he/she wishes to be credited with comp time in lieu of overtime wages. The Borough Manager must approve this 

request.  

Nothing in this policy is a guarantee by Borough of hours of work per day, week, or year, or of any guarantee of 

specific work schedule. 

RECORDING WORK HOURS 

Federal and state wage and hour laws require that the Borough keep an accurate record of hours and days worked 

by employees. All employees are required to utilize the Borough’s established timesheet system to record 

hours/days worked and any paid or unpaid leave used during each pay period. The Borough Manager must 

approve any overtime hours in any pay period. 

Each employee is responsible for the accuracy of all time recorded on his or her timesheet and for the timely 

submission of the completed timesheet to the payroll department (or supervisor if applicable) at the end of each 
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two-week pay period. Under no circumstances is an employee permitted to record time worked for another 

employee. This will result in disciplinary action up to and including discharge. 

LUNCH PERIODS AND BREAKS 

All non-exempt employees are allowed one unpaid 30-minute lunch break and two 10- minute paid work breaks 

per workday. These breaks should be scheduled to always ensure adequate job coverage. Employees that smoke 

are required to abide by this work break policy. Work breaks for any employee under age 18 years will be 

scheduled in compliance with applicable child labor regulations. 

ATTENDANCE AND REPORTING ABSENCE/LATE ARRIVAL 

Efficient operation is essential for the success of the Borough. Attendance is a critical part of performance and 

employees who are frequently late or absent lower their performance ratings and undermine their chances for 

promotion and job security. It is necessary that you be at your job location ready to start work at your scheduled 

time and continue working until your scheduled hours of work are completed. 

Should it be necessary to leave work prior to the end of your normally scheduled workday, you must request and 

receive approval from the Borough Manager before leaving the premises. 

If you are going to be absent from work, you are required to notify the Borough Manager by email (at 

manager@springgrovepa.gov) no later than one hour before the start of your regular workday. The reason of the 

absence and the duration of the absence should be described during the initial email. If an employee is going to be 

late, they must notify the Borough Manager by email (at manager@springgrovepa.gov) prior to the start of the 

workday. The employee should provide the reason, a telephone number where they can be reached, and their 

expected arrival time to work during the initial email. 

A written confirmation of illness and return to work authorization from your doctor is required for all illness-

related absences of three (3) or more consecutive workdays. 

Chronic or excessive absenteeism and late arrival at work creates an additional and unacceptable burden to co-

workers and Borough operations. Employees that exhibit a documented pattern of excessive lateness or 

absenteeism (e.g., chronic, habitual, etc.) are subject to disciplinary action, up to and including termination of 

employment.  

SEVERE WEATHER/EXTREME CONDITIONS 

When unusual and unpredictable circumstances occur, such as severe weather, fire, power failure or other 

potentially hazardous condition, the Borough Manager, on behalf of the Borough may stop certain administrative 

operations and temporarily close part or all the administrative offices or Borough facility for public access. 

Employees categorized as essential personnel are required to report for work as directed by the Borough Manager. 

Essential Personnel include:  

• Borough Manager 

• Public Works’ staff 

• Sewer staff 

Employees categorized as non-essential personnel may be directed by the Borough Manager as needed during 

emergency situations to report for work. If not directed to report for work, non-essential personnel may elect to 

report for work or use accrued personal or vacation leave. 

Non-essential personnel include administrative or other staff not included in the essential personnel list. 

mailto:manager@springgrovepa.gov
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The Borough Manager is responsible for initiating notification to affected employees and providing office closure 

information via locally accessible radio or television station for general broadcast as soon as possible.  

Essential personnel required to report to work, and non-essential personnel who elect to report to work during 

severe weather or other potentially hazardous condition are to use common sense and good judgment to ensure 

their ability to safely report to work. 

PAYROLL ADMINISTRATION 

PAY PERIODS/PAYROLL SCHEDULE 

Upon commencement of employment with the Borough, each new employee is provided federal and state tax 

withholding forms along with other administrative forms to complete. 

Borough employees are paid bi-weekly (26 pays per year). Pay weeks run Monday through the following Sunday, 

and the pay period is two consecutive pay weeks. Paydays are the Wednesdays following the end of the pay 

period. Timesheets for all employees need to be completed using the Borough’s established time sheet system and 

submitted immediately upon the completion of a pay period (the last day of the pay period). If the payday falls on 

a holiday, checks will be prepared the preceding workday. 

You are responsible for reviewing your timesheet for accuracy and for submitting every timesheet at the required 

time. You are also responsible for reviewing your paycheck or pay stub each payday and reporting any 

discrepancies to your supervisor or the payroll department. 

DIRECT DEPOSIT OF PAY 

The Borough provides a benefit to all categories of employees for direct deposit of your paycheck each payday into 

the bank account of your choosing. Direct deposit is a secure and dependable way to ensure that your pay reaches 

your bank account every payday. Your pay is deposited and ready for your use without you having to take your 

check to the bank. You no longer must make special arrangements or experience a delay when you are unable to 

personally deposit your check because you are on vacation, sick or out of Borough on business. 

As part of the new hire paperwork when you first become an employee of the Borough, a Direct Deposit 

Agreement form is included for you to complete. To begin direct deposit of your pay, you will need to provide a 

copy of a voided check or deposit slip from the account(s) you want to have your pay deposited. If you change your 

account or decide to deposit some or all your pay to another account, just complete another direct deposit form 

and forward it and a copy of a voided check or deposit slip from the new account to the Borough payroll 

department.  

GARNISHMENTS OR OTHER DEDUCTIONS FROM PAY 

The Borough takes every precaution to ensure that employees receive the correct amount of pay in each paycheck. 
In compliance with federal and state wage and hour regulations, the Borough is required to withhold applicable 
federal, state, and local taxes, as well as social security (FICA) and Medicare tax from each paycheck. Your pay stub 
itemizes these deductions. The amount of deductions will depend on your earnings and on the information you 
provided on your federal W-4 and applicable state tax withholding form. 
 
Additionally, as required by law, we will honor all wage garnishment notices issued by authorized federal and state 
agencies (including child support orders). If we receive a garnishment notice, you will be provided with a copy 
upon receipt of the notice. You will also receive notice when the garnishment order has been satisfied and we are 
no longer required to make a deduction from your paycheck. 
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You may voluntarily authorize, in writing, additional deductions from your paycheck for your contribution to our 
group benefit plans and other items permitted by the Borough. It is your responsibility to be certain that all such 
deductions are correct and promptly notify the payroll department of any errors in your paycheck. 
 
The Borough may deduct money from your paycheck if you owe money to the Borough. For example, if the 
Borough advances you any paid leave, wages, or other money (e.g., a loan) that has not been repaid in full, the 
Borough may deduct the amount equal to the amount still owed by you. If the Borough provides you with any 
material, merchandise, food or beverage, the cost of which is your responsibility, the Borough may deduct the 
amount still owed by you. If, when requested to do so, you fail to return any Borough property to the Borough, or 
cause damage to any Borough property in your possession, custody or control, the Borough may withhold from 
any monies due you the amount owed to the Borough. 
 

PAYMENT UPON SEPARATION OF EMPLOYMENT 

The Borough does not pay severance pay. Accrued and unused vacation, personal, and sick leave will be paid out at 
half-time earned at the time employment terminates. Failure to provide at least three (3) weeks’ notice of 
resignation will result in loss of payment for accrued, unused paid leave. 
 

EXPENSE REIMBURSEMENT 

If you are authorized to use your personal vehicle while performing work on behalf of the Borough, you will be 
reimbursed for mileage used at the current IRS rate. Mileage will include any miles above and beyond your normal 
commuting mileage. Parking charges, tolls, and business-related purchases will also be reimbursed. An accurate 
account of the purpose of the trip, date, location, and the mileage are required for reimbursement and must be 
included with the expense report. Expense reports should be submitted in a timely manner to the Administrative 
Assistant. All trips, expenses, and purchase orders must have the prior approval of the Borough Manager. 
 
If you are attending a conference or training for your job with the Borough, you will be eligible for meal 
reimbursement for any meals that are not provided by the event sponsors on the days of the conference/training 
and during travel to and from the event. Reimbursement will require a completed check request form with 
itemized receipts, which should be submitted to the Borough Manager for approval. Reimbursement will be made 
on the following schedule: 
 

• Breakfast: not to exceed $14 

• Lunch: not to exceed $16 

• Dinner: not to exceed $26 
 

Please note that alcohol is not reimbursable. 
 

TIME OFF FROM WORK 

The Borough recognizes that each employee occasionally requires time away from the job for rest and relaxation. 
We have developed an employee leave plan designed to provide employees with a balance of time off from work 
without creating undue hardship to Borough operations. The time-off-from-work benefits described in this 
handbook apply to eligible employees provided that the employee qualifies for the individual benefit stated below. 
 
The Borough reserves the right to change or discontinue any of the benefits described below at its sole discretion 
and as allowed by applicable law. 
 

VACATION LEAVE 

The Borough provides paid vacation leave for eligible employees for rest and relaxation.  An employee must meet 

the following criteria to qualify for paid vacation time:   
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1) Be a regular full-time employee, and 2) have completed one year of satisfactory and continuous employment 

with the Borough, and 3) have accrued the vacation before taking it and receiving pay for it.   

  

Upon meeting the eligibility stated above, vacation is earned as follows as a lump sum applied at each anniversary date:  

 

First anniversary      Ten (10) days’ vacation leave  

Second anniversary      Ten (10) days’ vacation leave  

Third anniversary      Ten (10) days’ vacation leave  

Fourth anniversary      Fifteen (15) days’ vacation leave  

Fifth anniversary      Fifteen (15) days’ vacation leave  

Sixth thru Ninth anniversary   Twenty (20) days’ vacation leave  

Tenth anniversary and thereafter   Twenty-five (25) days’ vacation leave  

 

Accrued and unused vacation time may be carried over from year to year, to a maximum balance of 320 hours. 

Employees who have earned 320 hours will not be eligible to earn additional vacation time until some of their 

balance is used or cashed out. 

Seasonal, temporary, and part-time employees are not eligible for paid vacation leave.   

VACATION BUY-BACK POLICY 

The Borough recognizes that employees need time away from the job for rest and relaxation, and we encourage 

you to take your earned time off from work. However, we also understand that sometimes vacation is not an 

option, so we offer an alternative vacation buy-back program. A vacation buy-back plan is a program that allows an 

employee to sell his or her unused vacation time back to the Borough.  

After one year of service, employees are eligible to cash out their excess vacation time. Leave balances more than 

40 hours may be cashed out, up to a maximum of 264 hours per calendar year. Eligible employees are required to 

notify the Borough Manager of their requested number of hours to cash out. If approved by the Borough Manager, 

the benefit will be paid in the next regular pay cycle. The Borough reserves the right to deny requests at any time 

for any reason. 

This policy only applies to vacation time and does not apply to sick leave. 

SICK LEAVE 

The Borough provides paid sick leave for necessary time off due to the employee’s own illness or to care for a sick 

child or spouse.  Sick leave is to be used for illness reasons only and it may not be used for vacation, personal or 

other non-illness related leave.  Sick leave taken prior to eligibility for paid sick leave shall not be paid.     

Regular full-time employees are eligible for seven (7) days of paid sick leave following satisfactory completion of 90 

days continuous employment, and then annually thereafter based on the employee’s anniversary date.   

Seasonal, temporary, and part-time employees are not eligible for paid sick leave.   

All employees are required to notify the Borough Manager as soon as possible and prior to the scheduled start of 

work if unable to report due to illness reasons.  At the discretion of the Borough Manager, an employee may be 

required to provide a doctor’s verification of illness or to provide a doctor’s release to prove his or her fitness to 

return to work.  Any employee absent from work due to illness for three (3) or more consecutive workdays is 

required to provide a doctor’s confirmation of illness and return to work authorization.  Employees are required to 

keep the Borough Manager informed regularly (at least every two days) of the status of your illness and expected 

return to work date.   



Page 63 of 93 
 
 

In the event of an illness or injury covered by workers’ compensation, this sick leave policy will not apply, as the 

state statute will apply.   

Generally, upon termination of employment, accrued but unused sick leave will be paid out in half-time hours, if 

the termination is not for cause or if the employee provided at least two weeks’ notice of resignation.   

PAID HOLIDAYS 

Following successful completion of 90 days satisfactory employment with the Borough, regular full-time 

employees are entitled to the following paid Borough holidays. Regular part-time and seasonal employees are 

eligible for paid holidays if the employee is regularly scheduled to work on the paid holiday and will be paid based 

on the average hours worked in the workweek. 

New Year’s Eve  New Year’s Day  Martin Luther King Day 

Good Friday  Memorial Day  Juneteenth Day  

Independence Day  Labor Day  Columbus Day   

Veteran’s Day   Thanksgiving Day  Thanksgiving Friday  

Christmas Eve   Christmas Day   

The Borough will provide notification at the beginning of each calendar year announcing the observance date of 

each paid holiday for that year. You must work the day before and the day after the holiday (if regularly scheduled 

to work) to receive payment for the holiday. Pre-approved paid leave, such as vacation/sick leave, will qualify as 

the day worked for the purpose of this policy, but not for calculation of overtime pay during the workweek. 

Holidays that fall on a Saturday will be observed on the preceding Friday. Holidays that fall on a Sunday will be 

observed on the Monday following. Paid holidays and eligibility requirements may change at the sole discretion of 

the Borough. 

BEREAVEMENT LEAVE 

Full-time employees are eligible to receive paid leave for time away from work needed in conjunction with a death 

in the family. Family is defined for this policy as spouse, child, mother, father, brother, sister, grandmother, 

grandfather, aunt, uncle (step and in-law relationships included) or any person who at the time of death resided in 

your household as a member of your family (related by blood or marriage). 

To be eligible for this paid leave, you must have successfully completed the 90-day new employee introductory 

period. Employees will be paid only for those days that are regularly scheduled workdays. Bereavement pay will 

not be paid automatically if time off is not requested. The amount of bereavement leave that may be requested is 

a maximum of three (3) days, including the day of funeral. Additional time off may be requested with the use of 

accrued/unused vacation or personal days. Documentation may be requested and required for the leave to be 

approved. 

JURY DUTY/COURT APPEARANCE 

In accordance with applicable law, the Borough will permit all categories of employees to request time off to 

perform jury duty and other court-ordered appearances, if summoned. 

To be eligible to receive paid jury duty leave you must be an employee, in good standing, working a regular 

schedule of at least 30 hours per week, and have successfully completed the 90-day employment introductory 

period. It is the policy of the Borough to allow up to three (3) paid days per calendar year (pro-rated for part-time) 



Page 64 of 93 
 
 

to perform jury duty if summoned. You are required to provide proof of any other compensation received for jury 

duty. 

Jury duty pay will be paid at the employee’s regular rate of pay, less any other jury duty payment received, based 

on the number of hours you normally would be scheduled to work on each jury duty day. Paid Jury Duty leave does 

not apply to jury duty on days that are not your regular scheduled workday. Jury duty leave is not eligible for 

overtime pay. Jury duty leave will be paid for jury duty only; it does not apply to court-ordered appearances, such 

as witness duty, unless the witness or other than jury duty is at the request of and on behalf of the Borough. 

Accrued/earned vacation or personal time may be used for court-ordered appearances (other than jury duty). 

An employee who receives a jury or witness duty summons is required to immediately notify his or her supervisor, 

and provide a written copy of the summons. If you are released from jury duty for one-half day or more during any 

scheduled workday, you are required to report for work for the remainder of the day. 

TIME OFF TO VOTE 

We encourage you to fulfill your civic responsibility by participating in local, state, and national elections. 

Generally, you will have sufficient time to vote either before or after your regular work schedule. If your regularly 

assigned work schedule does not permit time to vote before or after the workday, approval for time off, not to 

exceed two hours, during the regular workday will be granted. If an employee is granted time off during regular 

work hours to vote, the employee must provide Borough with proof that he/she voted. 

MILITARY LEAVE 

The Borough grants leave for the performance of military duty in accordance with the Uniformed Services 

Employment and Reemployment Rights Act of 1994 (USERRA), as amended. You are required to submit written 

notice at least thirty (30) days in advance of your need to take military leave unless military necessity prevents 

such advance notice. 

Military leave is generally taken without pay, but you may elect to use any accrued vacation and/or personal leave 

during a military leave of absence. The Borough will preserve your right within the law regarding return to work, 

reemployment and benefit continuation or resumption in accordance with the USERRA regulations. 

UNPAID PARENTAL LEAVE 

The Borough will provide employees with up to six weeks of unpaid parental leave for the birth, adoption, or 

placement of a child in foster care during a 12-month period. Employees must exhaust their available PTO time for 

the year prior to using any unpaid leave. PTO time will count towards the six-week maximum time off. To be 

eligible for unpaid parental leave, an employee must have worked for the Borough for at least one year and for 

1,250 hours in the previous 12 months.   

To invoke the law’s protections, an eligible employee must provide the employer with 30-days’ notice prior to 

taking the parental leave. Prior notice, however, is not required if the employee takes leave because of a 

premature birth, unexpected adoption, or unexpected foster placement. 

The Borough may deny unpaid parental leave to an eligible employee if the denial is necessary to prevent 

“substantial and grievous economic injury to the operations of the employer” and the employer notifies the 

employee of the denial before the employee’s leave period begins. 

During the leave period, the Borough is required to maintain existing coverage for a group health plan. The 

employee will still be responsible for his/her share of the premium costs during this time.   
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HEALTH AND WELFARE BENEFITS 

Upon reaching eligibility and completion of any required waiting period, eligible employees may participate in 

applicable group benefit plans.  Participation allows you to contribute your portion of certain plan premium costs 

on a pre-tax basis, via payroll deduction. Your monthly benefit contribution for allowable pre-tax plans will be 

deducted from your paycheck on a pre-tax basis, divided evenly between each pay period. 

“Pre-tax contribution” means that if you participate in a qualifying group benefit plan, the portion of the monthly 

premium cost that you pay will be deducted from your gross pay before any federal, state, and social security 

(FICA) taxes have been withheld. This means that your gross wages remain the same, but the amount of wages 

subject to tax withholding is reduced, so you pay less federal, state and FICA taxes. 

Once you have reached eligibility to participate in the group benefit plans, you will be given the opportunity either 

to enroll in the various plans according to your needs, or to decline participation in some of the plans. After the 

initial enrollment opportunity, you will not be able to change your participation election until the next annual open 

enrollment period, unless you experience a qualifying family status change. 

HEALTH INSURANCE 

Full-time and part-time employees who regularly work at least 30 hours per week are eligible for enrollment in the 

Borough’s group health benefit plans upon completion of the plan waiting period. You will be notified when you 

are eligible to enroll in these health plans. The Borough offers the following group health benefit plans: 

• Medical and Vision Insurance 

• Dental Insurance 

You will receive the summary plan description for each plan when you are eligible to enroll. The summary plan 

description contains detailed information about each plan. 

Employees hired on or before January 3, 2023 are required to contribute $20.00 per pay period for single 

coverage, $30.00 per pay period for employee + spouse coverage, and $40.00 per pay period for family coverage 

towards the monthly medical insurance premium while the Borough will contribute the remaining amount.  The 

Borough will contribute one hundred percent (100%) of the vision and dental insurance monthly premiums.   

Employees hired after January 3, 2023 are required to contribute ten percent (10%) of their monthly medical 

insurance premium while the Borough will contribute the remaining ninety percent (90%).  The Borough will pay 

one hundred percent (100%) of the vision and dental insurance monthly premiums.   

If you and your family choose to opt-out of the Borough’s medical, vision, and dental plan, you will be eligible for a 

$12,000 annual insurance stipend.  This amount will be pro-rated from your start date and in the year of the date 

of your departure from employment from the Borough.  The stipend will be paid out bi-weekly.  

CONTINUATION/CONVERSION OF GROUP HEALTH INSURANCE 

If your group health insurance coverage ceases because your employment with the Borough ends, or because of 

some other qualifying event, you and your covered dependents may be eligible for continuation of your group 

health coverage under applicable state or federal law. 

Qualified extension of group health coverage will be at the individual’s expense and will be equal to the current 

monthly premium cost for the elected coverage plus an administrative fee. 

To find out more about eligibility, continuation, or conversion rights for these contact the Borough Manager. 
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TERM LIFE/AD&D INSURANCE 

The Borough offers group term life insurance for all regular full-time employees in the amount of $70,000. This 

coverage provides a monetary benefit payable to your beneficiaries upon your death. There is no cost to the 

employee for enrollment in the standard plan.  

This plan includes accidental death and dismemberment (AD&D) benefits if death or dismemberment occurs 

within a set period of an accidental bodily injury and results solely from that injury. This coverage provides a 

monetary benefit and is effective the same date as enrollment in the plan. 

SHORT TERM DISABILITY INSURANCE (STD) 

Illness and disabling conditions can be a source of great concern because of resulting loss of wages. The Borough 

provides fully paid short-term disability insurance for regular full-time employees in good standing that have met 

the plan eligibility requirements. Enrollment in this plan is at no cost to the employee. 

The STD summary plan description can provide more detailed information about this benefit. 

LONG TERM DISABILITY INSURANCE (LTD) 

The continued loss of wages because of a non-work-related accident or illness can have serious financial effects on 

you and your family. An LTD plan continues where an STD plan stops, and generally will continue until your death 

or eligibility for other disability coverage. Enrollment in this plan is at no cost to the employee. Regular full-time 

employees in good standing who have met the eligibility and waiting period requirements are enrolled in this plan. 

The LTD summary plan description can provide more detailed information about this benefit. 

PENSION  

The Borough offers a non-uniformed pension plan through the Pennsylvania State Association of Borough’s for all 

regular full-time employees in good standing and that have met the plan’s eligibility requirements.  The plan 

provides a monetary benefit payable to you upon your retirement.  There is no cost to the employee for this plan.   

ADDITIONAL BENEFITS PROVIDED TO EMPLOYEES 

The Borough pays certain federal, state, and local tax and insurance for the benefit of each employee. These 

additional benefits include: 

• Social Security (FICA) and Medicare. These are federal programs that receive contribution through payroll 

tax. The programs provide retirement income, disability benefits and survivor benefits for the employee 

and eligible dependents. The tax amount is shared by the employer and the employee. For every dollar 

you pay into these programs, the Borough contributes an equal amount. 

• Workers’ Compensation Insurance. If you are injured or become ill in the performance of work for the 

Borough, you may be eligible to receive insurance benefits as provided under the state Worker’s 

Compensation Insurance regulations. The Borough pays all costs associated with providing this insurance 

protection benefit. This benefit applies to all employee categories. 

If you suffer an injury or become ill because of performing your job, you are required to immediately report the 

incident to the Borough Manager. All categories of employees are required to follow the workplace Accident 

Reports policy established by the Borough and included in this handbook. 

The Borough reserves the right to contest any workers’ compensation claim of injury or illness by any employee. 

• Unemployment Insurance. The Borough pays into the Pennsylvania State Association of Borough’s 

Unemployment Insurance Fund on an ongoing basis to provide wage benefits for eligible employees who 
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become laid off or otherwise unemployed through no fault of their own. As an employee of the Borough, 

you pay no portion of the cost of this insurance benefit. 

PROFESSIONAL DEVELOPMENT POLICY 

We believe that an employee’s personal and professional growth greatly enhances his or her contribution to the 

Borough. We further believe that encouraging and making it possible for an employee to grow professionally 

within our organization contributes significantly to the employee’s personal well-being as well as job satisfaction. 

The Borough is committed to encouraging and assisting employees in the development of professional skills, 

education/knowledge and job advancement within the organization. 

We will communicate to you opportunities for advancement within the organization, e.g., any current job 

openings, the qualifications and skills required for the position(s), any internal professional development 

programs, etc. Communication could occur in any of the following ways: via internal all-staff email notice, 

departmental posting, advertisement and/or word-of-mouth. We encourage all employees who believe that they 

meet the qualification and skills requirements for any internal job opening to discuss the opportunity with the 

Borough Manager and apply. Although qualified current employee applicants will receive preferred consideration, 

the Borough reserves the right to advertise and search for qualified applicants outside of the organization to fill 

any available position. 

If you are interested in applying for an available position within the organization, contact the Borough Manager for 

instructions on how to apply. We encourage you to discuss your transfer/advancement interest with the Borough 

Manager prior to submitting an internal application. The Borough Manager is a good resource to help you 

successfully apply for and possibly attain the position.  

Once the Borough has received your application, you will be notified within seven (7) days of the Borough’s desire 

to further consider your application and any next steps in the interview/selection process. 

This policy applies to all categories of employees. Internal application for another available position within the 

organization is not a guarantee of reassignment to the position applied for, or any other position within the 

Borough. We encourage all employees to take advantage of these professional development opportunities and will 

continue to encourage employee professional and personal growth. No employee will receive any adverse 

employment action as a result of inquiring about, expressing interest in or applying for any available Borough 

position. 

EDUCATIONAL ASSISTANCE POLICY 

The Borough recognizes the need for further education in the challenging and ever-changing technical world.  The 

Borough also realizes a well-trained employee is an asset to any organization and an in-depth knowledge of their 

field is important.  Financial aid will be provided in part or whole to part-time and full-time employees for courses 

that are of benefit for both the employee and the Borough and its residents.  The Borough Manager must approve 

all training and educational expenses of hourly employees.  Borough Council must approve all higher education 

(college, trade school, etc.) expenses of the Borough Manager.  All courses of study must be directly related to the 

employee’s job and responsibilities.   

Higher Education: Trade School, College, etc. - Technical, compliance and procedural training for certifications, 

licenses and permits, to operate Borough facilities or equipment or to administer Borough policies, will be 

reimbursed in full.  The course should result in course credit or successful completion to receive financial 

assistance.  Audited courses will not be reimbursed.  The course should generally be held outside of normal 

working hours.  Employees may take courses during working hours with the Borough Manager’s approval.  In the 

case that such an approval be granted, a revised work schedule will be established to ensure that the full workload 

of the department is accomplished without incurring overtime.  Authorized expenses for tuition, lab fees, and 
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other related fees will be reimbursed up to 75% for mandatory and elective schooling upon approval of Borough 

Manager.  Costs of books, supplies, optional materials, parking permits, application, mileage, meals, etc. shall be 

borne entirely by the employee.  If an employee obtains other employment within two (2) years of completion of 

any courses, the amount reimbursed to the employee will be refunded in full to the Borough.   

Training & Development: Certificate Courses – The Borough Council encourages employee training and 

development.  A variety of seminars and classes are available through the Department of Local Government 

Services, Pennsylvania State Association of Boroughs, Penn State Cooperative, and various other sources.  

Employees who wish to attend these educational opportunities should discuss them with the Borough Manager 

and obtain prior authorization for attendance from the Borough Manager.  The location of the classes should be in 

the general vicinity of the Borough, and the date should pose no problem in the routine operation of the 

department.  Payment for classes and mileage will be paid by the Borough.  Should an employee be required to be 

more than fifty (50) miles away from the Borough for longer than his/her regular shift, reasonable expenses for 

meals and, if necessary, lodging will be reimbursed.  To obtain reimbursement for any expenses incurred with the 

attendance of such a class, an itemized listing of expenses, along with a receipt of description of the expenses shall 

be submitted to the Borough Manager for approval.   

WORK RULES AND GUIDELINES 

BUSINESS ETHICS AND PROFESSIONAL CONDUCT 

Our successful operation and reputation are built upon the principles of professional, fair, and ethical conduct by 

all Borough employees. Our reputation for integrity and excellence requires careful observance of the spirit and 

letter of all applicable laws, as well as a scrupulous regard for the highest standards of conduct and personal 

integrity. 

A professional image requires you to treat others as you would like to be treated, keep work areas orderly and 

clean, use appropriate language, be sensitive to cultural diversity, appreciate everyone’s contribution to the 

success of the Borough, be on time for work, and to maintain a positive and customer-oriented attitude. 

Our continued success is also dependent upon public trust, and we are dedicated to preserving that trust. All 

employees have a duty to the Borough and our community residents to act in a way that will merit the continued 

trust and confidence of the public. 

The Borough has an obligation to comply with all applicable federal, state, and local regulations pertaining to 

operating a municipality.  As such, the Borough expects staff at all levels to conduct themselves and any business 

operation in accordance with the letter, spirit, and intent of all applicable laws and to refrain from any illegal, 

dishonest, or unethical conduct. 

Employees in all categories are required to abide by this policy. 

ACCEPTANCE OF GIFTS 

No employee may solicit or accept gifts of significant value, lavish entertainment or other benefits from potential 

and actual customers, suppliers, or competitors. Special care must be taken to avoid even the impression of a 

conflict of interest. 

 

An employee may entertain potential or actual customers if such entertainment is consistent with accepted 

business practices, does not violate any law or generally accepted ethical standards and the public disclosure of 

facts will not embarrass the company. Any questions regarding this policy should be addressed to the Borough 

Manager. 
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RESTRICT CONFLICTING OUTSIDE ACTIVITIES 

In limiting employees’ involvement in certain outside activities, we are not attempting to interfere in your personal 

life, but to protect the best interest of the Borough and all our personnel. We cannot permit you to pursue 

activities that may conflict with the general welfare of the Borough, have the appearance of impropriety or 

partiality, or which might damage the reputation of the Borough. Such activities include, but are not limited to: 

• The use of Borough time, facilities, or equipment to engage in another business or occupation. 

• Any additional full-time employment while employed full-time with Borough. 

• Any outside activity which results in your losing time from work, being distracted from work, or which 

could result in an appearance of conflict, including soliciting time or money for political activities during 

work hours. 

• Display/distribution of political materials, including political signs, bumper stickers, posters, emails, 

correspondence, buttons, or other visible displays in work areas during work time or on Borough vehicles. 

All employees are required to abide by this policy, and you should consult the Borough Manager before engaging 

in an activity that may be in violation of this policy. 

WORK PRODUCT OWNERSHIP 

All Borough employees must be aware that the Borough retains legal ownership of the product of their work. No 

work product created while employed by the Borough can be claimed, construed, or presented as property of the 

individual, even after employment by the Borough has been terminated or the relevant project completed. This 

includes written and electronic documents, audio and video recordings, system code, and any concepts, ideas or 

other intellectual property developed for the Borough, regardless of whether the intellectual property is used by 

the Borough. Although it is acceptable for an employee to display and/or discuss a portion or the whole of certain 

work product as an example in certain situations (e.g., on a resume), one must bear in mind that information 

classified as confidential must remain so even after the end of employment, and that supplying certain other 

entities with certain types of information may constitute a conflict of interest. In any event, it must always be 

made clear that work product is the sole and exclusive property of the Borough.  
 

RESPECT CONFIDENTIAL INFORMATION 

Employees, while in the performance of their duties, may from time-to-time encounter information that is 

personal or otherwise restricted pertaining to the Borough, our employees, or Borough residents that is not 

generally available to the public (collectively, “Confidential Information”). It is important for all employees to 

understand that information related to Borough business or residents and employee information is restrictive in 

nature. This Confidential Information obtained in any way by an employee must be kept confidential and is not to 

be shared with or released to unauthorized individuals working for the Borough, Borough residents or persons not 

affiliated with the Borough. 

Confidential Information includes, but is not limited to: 

• Personnel data and files, except as required by public disclosure regulations. Examples of confidential 

personnel information include internal documentation related to job performance, medical or disability 

information, internal payroll information, residential addresses and telephone numbers, marital status, 

and dependent information. 

• Computer processes, programs, files, electronic media, and user codes. 
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• Pass codes, keys, cards, etc. to access facilities, computers, telephone system, photocopy machines, 

vehicles, etc. 

• Credit cards, bank account numbers, etc. 

• Borough resident data and files as maintained for Borough business purposes, e.g., utility processing, 

grounds maintenance, fire department, etc. 

Some employees, while performing their duties, encounter or have access to documents containing confidential 

Borough information that are not intended to be available to all employees, such as financial records, credit card 

and account numbers, internal personnel and payroll records and other employee personal information. Those 

employees may not disclose such confidential information to any persons, including other employees of the 

Borough, except as is necessary while performing their job duties. 

Upon termination of employment, employees must return all Borough property of which the employee has 

possession, as well as all files and other data relating to records, customers, or business operations made by him or 

her. 

Please be aware that an employee that improperly uses, discloses, or removes any confidential business 

information from the premises without proper Borough authorization, or who releases proprietary or other 

information to any unauthorized individual inside or outside of the Borough, will be subject to disciplinary action 

up to and including discharge from employment and criminal prosecution, if applicable. 

If you are not sure about whether a particular type of information is subject to this confidentiality duty, consult the 

Borough Manager. 

WORKPLACE MONITORING 

In accordance with applicable federal, state, and local regulations, the Borough may conduct workplace monitoring 

in various forms, to include video surveillance, to ensure quality control, employee safety and security, or to 

comply with government regulations. This policy applies to all categories of employees. 

For the purpose of this policy, Borough property includes, but is not limited to Borough-owned, leased or rented 

vehicles; buildings, offices, work areas, parking areas, lunch/break rooms, restrooms, storerooms and outbuildings; 

computer systems, network(s), hard drives, computer and e-mail systems and files; telephone, pager/2-way radio, 

and voicemail systems; desks, closets, cabinets, drawers and files. All Borough property is subject to periodic 

inspection if deemed necessary for the purpose of maintaining a safe and secure workplace, for quality 

assurance/training purposes, and in connection with an ongoing investigation or reasonable suspicion of violation 

of any Borough ordinance, policy, or procedure. 

There is no assumption of personal privacy for any data or other information stored in or on any Borough property, 

including the Borough’s computer/e-mail systems and files, and telephone, pager/2-way radio and voicemail 

systems. 

LOSS PREVENTION AND CONTROL 

The Borough facilities contain valuable machinery, equipment, furnishings, vehicles, and other property belonging 

to the Borough. This Loss Prevention and Control policy has been developed to provide guidance to ensure a 

secure work environment. Every employee has a duty to assist with ensuring the protection of Borough property. 

Loss occurs whenever an unplanned event such as theft, fire, accident, or even excessive absenteeism upsets the 

normal Borough operations. Although we continually work to ensure security measures within the Borough 

facilities, it is impossible to guarantee against loss due to reasons beyond the Borough’s immediate control. You 
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are advised to not leave personal property or valuables unattended at work. The Borough will not be responsible 

for the replacement of personal items left unattended on the premises. 

For the purpose of this policy, Borough property includes any building, office and general work area, parking area, 

storage area, vehicle or other equipment or accessory item owned, rented or leased by the Borough. Every 

employee has the responsibility to immediately inform the Borough Manager if he or she observes anyone leaving 

Borough premises in the possession of Borough property, or personal property belonging to another employee or 

a visitor. 

We will authorize a thorough investigation of any discovered theft or willful destruction of Borough, employee, or 

visitor property. Any employee involved in an intended or actual theft or willful destruction of Borough, employee 

or visitor property will be subject to disciplinary action up to and including termination of employment and 

criminal prosecution. 

SAFETY IN THE WORKPLACE 

Employees play an important role in workplace safety and accident prevention. Workplace behavior is the single 

greatest contribution to workplace safety. The Borough expects all employees to conduct themselves in a manner 

so as not to endanger themselves or others and to follow all workplace safety rules and practices. Any unsafe 

behavior or action is not acceptable, regardless of whether it causes or contributes to accidents or injuries. 

In order to ensure a safe and healthy work environment for all employees, Borough residents and visitors, we have 

created this safety policy. The Borough will ensure compliance with the policy and will comply with all state and 

federal laws in the administration of the policy. The success of this safety policy depends on every employee’s 

alertness and personal commitment to adhere to all safety guidelines and rules. All employees are required to 

know and abide by the safety policy rules and standards. As an employee, you are required to immediately report 

any unsafe condition to the Borough Manager. Failure to abide by the safety rules or failure to report or remedy 

wherever possible such situations, will be grounds for disciplinary action, up to and including termination of 

employment. 

General safety rules applicable to all employees: 

• Follow safe job procedures. Exercise good judgment and caution in your work at all times. 

• Keep work areas clean and free of slipping and/or tripping hazards. 

• Use required personal protective equipment. 

• Immediately report all equipment malfunctions and unsafe work conditions to the Borough Manager. 

• Use care when lifting and carrying objects. 

• Observe and obey all warning signs and restricted areas. 

• Know emergency warning procedures and become familiar with all emergency exits from the facilities. 

• Immediately report every accident and injury that occurs on company premises to the Borough Manager. 

• Participate in accident investigations or other company loss-control activities as needed. 

Additional safety rules applicable to Public Works’ employees: 

• Attend all safety training classes required for each particular job and provided by the Borough. 

• Maintain all certifications/licenses required for public works and wastewater personnel. 

• Maintain all vaccinations and physical examinations required for public works and wastewater personnel. 

• Be aware of safety hazards on the job and wear appropriate safety gear and clothing provided by the 

Borough and applicable to the job you are performing. 

• Safety vests and protective hats at work sites. 
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• Emergency flashers on vehicles, safety flags and apparatus displayed as applicable for roadway and utility 

work. 

• Respirators are required for all employees working with chlorine and gas cylinders. 

• Employ the “buddy system” before entry to water/wastewater chlorine/gas areas. 

• Ensure door latches are in “OPEN” position to prevent being locked in. 

• One person enters room, the other remains outside door and monitors work activity inside and aids as 

needed. Watcher should not leave post until inside person has exited chlorine room. 

• Secure exterior doors. 

• In the event of a chlorine or sulfur dioxide leak, both persons leave the room/area at once and call 911 to 

report the leak. 

• Annual wellness physicals and vaccinations. Maintenance and wastewater personnel are required to 

obtain an annual wellness physical and Hepatitis vaccination/annual booster. In jobs that require use of a 

respirator, employees are required to provide the Borough with a doctor’s certification (and annual 

recertification) stating that the employee can satisfactorily work while wearing a respirator. 

ACCIDENT REPORTS 

You are required to immediately report to the Borough Manager any illness or injury that occurs during the 

performance of your job. If your condition requires you to immediately leave the workplace and/or to seek 

medical attention, you are required to provide the Borough Manager with a physician’s report within 24 hours of 

the incident and prior to your return to work. You may also be required to complete an information statement 

detailing the incident, including what you were doing at the time the injury or illness occurred, how and where on 

your body you were injured or affected, and if there were any witnesses to the injury or illness onset. 

If you are involved in a motor vehicle accident in a Borough vehicle or your personal vehicle while on Borough 

business, you are required to provide information regarding the accident, e.g., a police report, citation, etc. 

Employees are responsible for reporting to police any Borough vehicle accident involving personal injury or 

property damage. 

WORKPLACE VIOLENCE PREVENTION 

The Borough has established policies and procedures with the intent to provide a work environment that is safe, 

healthy, and rewarding for all employees and visitors to our offices and facilities. Our Safety in the Workplace and 

Business Ethics and Professional Conduct policies outline safety precautions and expected standards of conduct for 

all employees. We cannot, however, ensure against disruptive or unforeseen influences outside of our control that 

might have an adverse effect on our workplace. 

All employees are required to be alert to activity or behavior by an employee or visitor to the Borough offices and 

facilities that may signal possible danger to the employee, any other employee or visitor, or which might be 

disruptive to business activities in any way. 

The carrying of and/or use of any weapon by any employee or visitor, other than authorized law enforcement 

personnel, on or in any part of the Borough offices or facilities is strictly prohibited. For the purpose of this policy, 

Borough offices and facilities include all office and work areas, common areas, storage areas, vehicles, parking 

areas or adjacent property. Weapons include, but are not limited to any type of firearm, non-work issue knife or 

blade, explosive device, or any device used in a threatening or harmful manner. 

Threat or conduct either in person, via mail, telephone, e-mail or other media that threatens, intimidates or 

coerces another employee or visitor will not be tolerated. All threats of (or actual) violence, both direct and 

indirect, should be reported immediately to the Borough Manager, and in the case of immediate danger, notify the 

police. 
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All suspicious individuals or activities on or near the Borough offices or facilities should also be reported 

immediately to the Borough Manager. Do not place yourself in danger. Do not intercede when there is imminent 

or immediate danger. Attempt to note facts to report to officials and leave the area if possible. Call the police and 

then notify the Borough Manager as soon as possible. The Borough will promptly and thoroughly investigate all 

reports of threats of (or actual) violence and any suspicious individuals and activities. 

Employees should make every effort to equitably settle their disputes or differences with other employees, with 

the help of the Borough Manager, if necessary, to preclude any situation that might escalate into potential 

violence. 

Although it is not our intent to become involved in our employees’ personal life, it is important for us to know of 

potential situations that may place any of our employees or visitors in any danger. If you are involved in a situation 

outside of the workplace, or believe that a situation exists, which could potentially place the Borough or any of our 

employees in danger, you are required to immediately notify the Borough Manager. 

Confidentiality will be maintained to the extent possible that the situation may be remedied without the release of 

any information. If information must be released in order to conduct a satisfactory investigation, only individuals 

with a “need to know” and those involved in the investigation will be provided information. 

Any employee found to be responsible for threats of (or actual) violence or other intimidating conduct in violation 

of this Workplace Violence Prevention Policy will be subject to prompt disciplinary action up to and including 

discharge from employment, as well as applicable criminal prosecution. 

USE AND CARE OF BOROUGH PROPERTY 

Borough equipment and facilities are the property of the Borough and are for the use of employees and authorized 

personnel performing work for the Borough. Employees are required to exercise care when using Borough 

property and to ensure that all items are kept in good working order. Borough property includes, but is not limited 

to offices, buildings, work areas, parking areas; vehicles (leased or owned); tools and equipment; uniform items; 

pagers/2-way radios and cell phones; computers and accessories; all files; and furnishings. 

Borough property must be used only for the purpose for which it was designed and may only be used by 

employees and authorized individuals. Employees who misuse, abuse, or allow unauthorized individuals to use or 

to misuse Borough property will be subject to disciplinary action up to and including discharge from employment 

as well as criminal prosecution. 

RETURN OF BOROUGH PROPERTY 

Upon termination of employment for any reason you are required to relinquish and return to the Borough all 

Borough property assigned to you or in your possession no later than your last workday with the Borough. Failure 

to return Borough property will result in charges to you for the replacement cost of the non-returned item, and 

possible criminal prosecution. As allowed by applicable law, the total cost of the missing or non-returned item may 

be deducted from your final paycheck. 

USE OF TELEPHONES, COMPUTERS, EMAIL, THE INTERNET, AND OTHER ELECTRONIC MEDIA 

Our computer systems, internal and external network systems and email systems are the sole property of the 

Borough and are for business use. The Borough allows occasional and reasonable personal use by employees so 

long as it does not interfere with business operations, the performance of the employee’s job and does not violate 

any portion of this or any other Borough policy. 

All employees and non-employees are prohibited from placing unauthorized and/or personal-use software or 

hardware on any Borough computer system without prior written authorization. Employees and non-employees 
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are also prohibited from removing or copying Borough-licensed software or transferring Borough-licensed 

software to personal-use computer or systems. 

The Borough strictly prohibits all employees and non-employees from accessing, writing, downloading, receiving or 

transferring pornographic, racial, harassing, and other discriminatory or illegal jokes, e-mail messages or other 

potentially harmful data on Borough computer systems or any other Borough electronic media, including the 

Internet, at any time. 

Examples of activities involving the Borough’s computer or other electronic media systems that are strictly 

prohibited include, but are not limited to: 

• Sending/receiving/posting or viewing pornographic, discriminatory, harassing, illegal, threatening or 

otherwise harmful messages, images, or other activities. 

• Using the Borough’s time and resources for personal gain. 

• Stealing, using, or disclosing another employee’s access code or password; and/or attempted or actual 

access of another computer system or other person’s files without proper authorization. 

• Copying, pirating, or downloading software and electronic files onto any Borough computer or network 

systems. 

• Sending or receiving confidential material, trade secrets or proprietary information outside of the 

Borough’s internal system. 

• Violating licensing agreements and/or copyright law. 

• Engaging in electronic activities that are a cost to the Borough by way of service or long-distance fees 

without prior approval by Borough management. 

• Sending or receiving material that could damage the Borough’s image or reputation. 

• Sending/receiving/posting chain letters, advertisements, political activities, and other personal material 

that exposes the Borough to spam or other mass contact that would be detrimental to our network and 

business operations. 

Any information stored on these systems is the sole property of the Borough and is subject to inspection by the 

Borough. There is no assumption of privacy for any personal information stored on the Borough’s computer 

systems and related hardware, software, network, Internet, and e-mail systems. As such, computer usage and files 

or other data contained on the computer hard drive, network disks and/or accessories may be monitored or 

accessed at any time by Borough management as deemed necessary or appropriate. 

If you receive or otherwise become aware of any prohibited material in violation of this policy, you are required to 

immediately notify the Borough Manager. Any employee found to have violated any provision of this policy is 

subject to disciplinary action up to and including discharge, as well as applicable criminal prosecution. 

Telephone Systems 

While we understand that it is necessary on occasion for employees to place and receive personal calls during the 

workday, employees should understand that excessive personal calls, both incoming and outgoing, tie up our 

phone lines and generally disrupt Borough operations. Personal calls on the office lines are to be kept to a 

minimum. 
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Messages stored on the Borough's internal telephone voicemail system, cell phones and pagers/2-way radios are 

the sole property of the Borough. There is no assumption of privacy for any message, personal or business-related, 

stored on the Borough’s internal telephone system, voicemail system, cell phone and pager systems. The Borough 

reserves the right to monitor any calls transmitted and received on the Borough’s telephone system for quality 

assurance and/or training purposes. Any messages left in the voicemail or telephone message system may be 

accessed at any time by the Borough. 

PERSONAL PROPERTY 

The Borough is not responsible for loss of or damage to your personal property. Therefore, we recommend that 

you do not bring valuables to work. Do not leave personal belongings unattended and/or unsecured in your work 

area. 

VEHICLE SAFETY AND USAGE 

Borough vehicles are provided to enable certain categories of employees to efficiently perform their job functions 

for the Borough. The purpose of this policy is to ensure the safety of those individuals who drive Borough owned 

or leased vehicles or a personal vehicle for Borough business. Borough business is defined as driving at the 

direction, or for the benefit, of the Borough. It does not include normal commuting to and from work. 

Only authorized employees may operate Borough vehicles, except in the case of repair testing by a mechanic or as 

otherwise authorized by the Borough Manager. Borough vehicles may not be taken home or left at an employee’s 

personal residence without authorization by the Borough Manager. 

Vehicle accidents are costly to the Borough, but more importantly, they may result in injury to you or others. It is 

the driver’s responsibility to operate any vehicle in a safe and legal manner, whether it is Borough owned or the 

employee’s personal vehicle being used for Borough business. The Borough takes seriously its responsibility to 

promote responsible driving by employees while conducting Borough business to protect the lives and property of 

the Borough, our employees, and the community. 

Every employee is obligated to report any unsafe Borough vehicle and any observed unsafe driving action of any 

employee driver of a Borough vehicle. All employees are required to abide by this policy. 

It is unauthorized to use a Borough vehicle for personal gain or to use a Borough vehicle to conduct any other 

business activity that is not authorized by Borough management. 

Employees must have a valid and current driver’s license (including CDL when applicable) and good driving record 

to operate a Borough vehicle at any time, and when using a personal vehicle while performing Borough business. A 

personal vehicle used for Borough business must also have current vehicle registration, proper vehicle 

maintenance and current auto insurance with at least the minimum coverage required by the laws of the state 

where the vehicle is maintained. 

All traffic accidents involving a Borough vehicle, regardless of severity, must be reported to the employee’s 

immediate supervisor. Drivers must immediately report all violations received during the operation of a Borough 

vehicle to the Borough Manager. Violations include any ticket, charge, or other law enforcement proceeding. 

Employees are responsible for reporting to the police any Borough vehicle accident involving personal injury or 

property damage. The Borough is not responsible for fines incurred by an employee while driving a vehicle 

owned/leased by the Borough. 

Accidents resulting in the employee’s personal injury must be reported to the Borough Manager for Worker’s 

Compensation reporting purposes. The Borough’s procedures for reporting workplace injuries (see Accident 

Reports policy) would apply in this instance. 
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Any employee involved in an accident with a Borough vehicle who is determined through official court proceeding 

and/or insurance Borough investigation to be responsible for damage to Borough or other property, or injury to 

him/herself or another party through negligence or violation of any safety or driving rule or law resulting in an 

accident will be disciplined, up to and including discharge from employment. Additionally, the Borough reserves 

the right within applicable law to legally compel repayment to the Borough by the employee for 

repair/replacement of any damage to Borough or other property, or injury caused by his or her negligence or 

violation of any safety or driving rule or law that results in an accident. Any employees involved in a collision (both 

preventable and non-preventable) will be asked to take a defensive driving course post-incident. 

The use of handheld cell phones while operating Borough vehicles and equipment is strictly prohibited.  The 

Borough will provide hands-free devices or microphones to assist drivers that operate a vehicle or other 

equipment and need access to their cell phone for work-related reasons.  

Vehicle Maintenance 

An employee assigned a Borough vehicle shall be fully responsible for the general maintenance and proper care of 

the vehicle. It is the responsibility of the assigned driver to inform the Borough Manager of any vehicle 

maintenance needs or safety problems. 

The Borough services its vehicles and equipment on a regular preventative maintenance calendar, in accordance 

with manufacturer’s guidelines based on miles or hours of use. As an operator/driver, you are required to 

complete and maintain a diary/log showing when maintenance has been completed, including the date and 

mileage of these services. The diary/log should show both preventative and unscheduled maintenance that is 

performed on the vehicles and equipment.  

Employees shall drive vehicles with reasonable prudence to conserve fuel and sustain them at the highest 

operating efficiency. Employees will be held accountable for maintaining proper fluid levels and tire air pressure as 

well as scheduling and presenting the vehicle for repair, service, adjustment and warranty work at the prescribed 

timeline and performing preventative maintenance when needed. 

Use of a Personal Vehicle for Borough Business 

The Borough may authorize certain employees to use his or her personal vehicle for Borough business. An 

employee authorized by the Borough to use his or her personal vehicle for Borough business must abide by all of 

the rules of this policy. 

Authorized business mileage incurred during the use of an employee’s personal vehicle for Borough business will 

be reimbursed at the current mileage rate established by the IRS. Reimbursed business mileage is defined as 

authorized mileage incurred at the direction, or for the benefit, of conducting Borough business, over and above 

the employee’s normal commuting mileage to and from work. 

No employee will be authorized to use a personal vehicle for Borough business without proof of personal vehicle 

insurance in an amount at least the minimum required by the laws of the state in which the vehicle is maintained. 

It is the employee’s sole responsibility to obtain adequate vehicle insurance coverage for his or her personal 

vehicle. 

Personal vehicles may not be housed in the Borough’s maintenance garage or other facility overnight. 

BUSINESS GIFTS AND GRATUITIES 

Borough employees are prohibited from soliciting or accepting gifts in conjunction with employment with the 

Borough. 
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Violations of this ordinance will result in appropriate disciplinary or other employment action up to and including 

discharge from employment, as well as applicable criminal prosecution. 

PERSONAL APPEARANCE AND WORK UNIFORMS 

Appearance as perceived by the community is an important aspect of the Borough’s overall image. Employees are 

required to report for work wearing clothing appropriate to their job duties and weather/work conditions, and that 

will present a positive image to our community. 

Your common sense should lead you to practice good personal hygiene and to wear clean and neat clothing. Hair 

should be neatly groomed. Clothing should be laundered, wrinkle-free and not contain tears, frayed cuffs, or 

missing buttons, etc. Inappropriate work attire includes: 

• Bathing suits, flip flops/shower shoes. 

• Clothing that is too tight, too short, and/or too revealing. 

• Visible tattoos and, with the exception of one earring in each earlobe, excessive body piercing are 

prohibited. Exception to this policy may be requested through the Borough Manager for a bona fide and 

accepted practice of religion that requires a visible marking, hair style or other accessory that is contrary 

to contents of this policy. 

• Items, e.g., T-shirts, baseball hats, novelty items, etc., that display statements, pictures, slogans, etc. that 

violate any of the Borough policies with regard to discrimination, harassment, EEOC, or political conflicts 

policies. 

• Jewelry/accessories that would interfere with work safety rules, interfere with the normal work 

performance or would present an undesirable image for the Borough. 

Clothing, shoes, and accessories should comply with all Borough safety requirements and OSHA standards. 

Employees are prohibited from wearing jewelry that might contribute to injury or accident on the job, or that 

would in any way interfere with the normal performance of their duties. 

This policy applies to all categories of employees. 

SMOKING IN THE WORKPLACE 

State law prohibits smoking, lighting, or carrying of any lighted tobacco product in any “enclosed workplace.” The 

state Occupational, Safety and Health Division is responsible for enforcing this regulation. 

In compliance with state and local regulations and to ensure a safe and healthy workplace, the lighting, carrying 

lighted, and/or smoking any tobacco product is prohibited inside any Borough office, enclosed work area or 

building on our premises. This includes e-cigarettes, vapes and any other smoking devices. 

Employees who smoke are required to utilize authorized exterior smoking areas and to limit smoke breaks to 

coincide with lunch or other authorized work breaks. 

All employees are required to abide by this policy. Violations by any employee will result in disciplinary action up to 

and including discharge from employment. 

EMPLOYEE SUGGESTIONS 

We believe that employees contribute to the operational success of the Borough. We value your input and 

appreciate your daily contribution to our efforts and goals. We would like to hear your ideas for any improvement 

that will enhance our workplace, save time, or reduce costs. 



Page 78 of 93 
 
 

If you have a suggestion for solving a problem, improving operations or procedures, enhancing service to our 

community, reducing costs, eliminating waste or spoilage, or making this a better or safer place to work, please 

submit your idea in writing to the Borough Manager. Your suggestion should contain a description of the problem 

or condition to be improved, a detailed explanation of the solution or improvement, and the reason(s) why you 

feel it should be implemented. 
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New Business Agenda Item #2: Consider snowplow indemnity agreement with Friendship 

Hose Fire Company No. 1. 

AGREEMENT 

 THIS AGREEMENT entered into this ____ day of ______________, 20___ by and between 

SPRING GROVE BOROUGH, a municipal corporation organized and existing under the laws of the 

Commonwealth of Pennsylvania, with offices at 1 Campus Avenue, Spring Grove, Pennsylvania 17362 

(“Borough”) and FRIENDSHIP HOSE COMPANY NO. 1 with a principal office located at 73 South Main 

Street, Spring Grove, Pennsylvania 17362 (“Fire Company”).   

BACKGROUND 

WHEREAS, the Borough has, by way of unwritten agreement, historically plowed the snow from the Fire 

Company’s Property located along Main and Railroad Street in the Borough of Spring Grove, including 

the paved parking areas and the sidewalk areas in front of the parking bays, during inclement weather;   

WHEREAS, the Borough and the Fire Company want to formally memorialize the terms and conditions 

by which Borough will continue to plow the above-described areas. 

NOW THEREFORE, in consideration of mutual covenants and promises herein contained and intending 

to be legally bound hereby the parties agree as follows: 

1. The Fire Company grants the Borough a license to enter upon the Fire Company Property 
and remove snow during inclement weather from the paved parking areas and the sidewalk areas in front 
of the parking bays (collectively the “Maintained Areas”). The Fire Company shall be responsible for 
removing the snow from the rest of the Fire Company Property.  The timing of the plowing activities shall 
be prioritized along with the Borough’s other plowing obligations.  
 

2. The Borough may, with sixty (60) days written notice to the Fire Company, terminate its 
obligation to plow the Maintained Areas on the Fire Company Property as set forth above.    
 

3. The Fire Company shall indemnify, release, and hold harmless the Borough, its agents, 
officers, and employees of and from any property damage to the Maintained Areas or the rest of the Fire 
Company Property, or any injury to any people, including, without limitation, the Fire Company’s business 
invitees or employees arising out of or in connection with the Borough’s snow plowing activities provided 
herein by the Borough on the Fire Company’s Property (excepting personal injury, death, or property 
damage intentionally caused by the Borough, its officers, agents, and employees, or resulting solely from 
the negligence of the Borough, its officers, agents and employees, or the act of any of them committed 
with the intent to cause the injury, death or damage), or the preparation for or settlement of any litigation 
which might result in such liability, including, by way of example and not limitation, reasonable counsel 
fees and court costs.  
 

4. No part or provision of this Agreement may be changed, modified, waived, discharged or 
terminated except by an instrument in writing signed by the party or parties against whom enforcement 
of such change, modification, waiver, discharge or termination is sought.  The failure of a party to seek 
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redress for violation of, or to insist upon strict performance of, any provision of this Agreement shall not 
be a waiver of that provision by that party or estop that party from asserting fully any and all of its rights 
under this Agreement.    

 

5. This Agreement may be executed in one or more counterparts, each of which shall be 
deemed an original, but all of which shall constitute one and the same instrument. 

 

6. This Agreement shall be governed by, interpreted, construed and enforced in accordance 
with the laws of the Commonwealth of Pennsylvania. 

 

7. The parties agree that this Agreement and the obligations of the respective Parties 
hereunder shall be deemed personal, shall not be deemed a covenant that burdens and runs with the land 
of each of the respective Parties and, as such, shall not be binding upon the said Parties, their respective 
heirs, executors, administrators, successors nor assigns. 

 

IN WITNESS WHEREOF, the Borough and the Fire Company have caused this Agreement to be executed 

and their respective corporate seals affixed, the             day of _______________________, 20___. 

 

ATTEST:      SPRING GROVE BOROUGH  

 

 

       By:      

       Printed Name: Rebecca J. Stauffer  

       Title: President, Borough Council 
 

 

 

ATTEST:      FRIENDSHIP HOSE COMPANY NO. 1 

 

 

       By:      

       Printed Name:  

       Title:  
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COMMONWEALTH OF PENNSYLVANIA  : 

:   SS: 

COUNTY OF YORK     : 

 

On this, the _____ day of ___________________, 20___, before me, a Notary Public in and for said 

County and State, the undersigned officer, personally appeared Rebecca J. Stauffer, who acknowledged 

herself to be the President of the Spring Grove Borough Council, a Pennsylvania municipal corporation, 

and acknowledged that she as such, as such officer, being authorized to do so, executed the within 

instrument for the purposes therein contained by signing her name as President. 

  

IN WITNESS WHEREOF, I hereunto set my hand and official seal. 

 

_____________________________ 

 NOTARY PUBLIC 

 

       My Commission Expires: 
 

COMMONWEALTH OF PENNSYLVANIA  : 

:  SS 

COUNTY OF YORK     : 

 

On this, the ______ day of ___________________, 20___, before me, a Notary Public in and for said 

County and Commonwealth, personally appeared _________________________, who acknowledged 

_______________ to be the __________________________ of Friendship Hose Company No. 1, a 

Pennsylvania political subdivision, and that ___________________ as such officer, being authorized to 

do so, executed the within instrument for the purposes therein contained by signing the name of the 

fire company by ____________________________ as ________________. 

IN WITNESS WHEREOF, I hereunto set my hand and official seal. 

  

NOTARY PUBLIC 

                                                                                       My Commission expires: 



Page 82 of 93 
 
 

New Business Agenda Item #3:  Consider appointment of Garrett Strouse as the Spring Grove 

Borough Fire Chief.   
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New Business Agenda Item #4:  Consider approval of a handicapped parking space application 

for 30 North Main Street.   
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New Business Agenda Item #5:  Consider approval of Resolution 01-2023 – rescind approval 

of several handicapped parking spaces. 

 

SPRING GROVE BOROUGH 
YORK COUNTY, PENNSYLVANIA 

 
RESOLUTION 01 - 2023 

 
A RESOLUTION OF THE BOROUGH OF SPRING GROVE, YORK COUNTY, 
RESCINDING PREVIOUSLY APPROVED HANDICAPPED PARKING SPACE 
IN ACCORDANCE WITH SECTION 375-25 OF THE SPRING GROVE 
BOROUGH CODE 

 
 WHEREAS, Article IV, Section 375, Subsection 18 through 29 of the Spring Grove Borough 
Code (the “Code”) outline the requirements for handicap parking within the Borough of Spring 
Grove (the “Borough”); and 
 
 WHEREAS, a Borough resident must apply for a handicap parking space in accordance 
with Section 375-19 of the Code, which application is thereafter reviewed by the Borough 
Manager and acted upon by the Borough Council; and 
 

WHEREAS, Section 375-25 of the Code requires the Borough Manager to annually review 
all handicap parking spaces within the Borough, and to submit a report to the Borough Council 
regarding the ongoing use of such spaces; and 

 
WHEREAS, the Borough Council is required to rescind by resolution any previously 

approved handicap parking space(s) if one (1) of the criteria established in Section 375-25.B. are 
met.   
 
 NOW, THEREFORE, IT IS HEREBY RESOLVED by the Borough Council of Spring Grove 
Borough, that the following previously approved handicap parking spaces are hereby rescinded: 
 

1. 138 North Water Street 
2. 127 South East Street 
3. 76 South Water Street 

 
for the purposes set forth below, because the person to whom the handicap parking space and 
placard have been issued no longer: 
 

I. Resides at the location identified in the application; 
 
II. Possesses a currently licensed or registered motor vehicle with a current 

handicapped or severely disabled veteran registration plate or placard; or 
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III. Is entitled to the handicapped parking space as determined by Borough Council. 
 
  BE IT FURTHER RESOLVED that the effective date of the termination of the foregoing 
previously approved handicap parking space(s) shall be as of February 1, 2023. 
 
 All resolutions or parts of resolutions inconsistent with this Resolution are hereby 
repealed insofar, but only insofar, as the same are inconsistent herewith. 
 
 DULY ADOPTED, RESOLVED, AND ENACTED this 16th day of January, 2023, by the 
Borough Council of the Borough of Spring Grove, Pennsylvania, in lawful session duly assembled. 
 

       Borough Council of the Borough of   

      Spring Grove, Pennsylvania 

ATTEST: 

 

        

 

       By:        

Zachary Gulden, Borough Secretary    Rebecca J. Stauffer,  

Council President 
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New Business Agenda Item #6: Consider approval of fire box card changes as requested by 

Friendship Hose Company #1. 
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New Business Agenda Item #7:  Consider appointing Neal Doyle to the Planning Commission 
with a term of January 16, 2023 – January 16, 2027.   
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E.  Old Business 

 

Old Business Agenda Item #1:  2023 Smoke in the Grove discussion and action. 

 

The following agreement outlines the services that Andrew Shaffer, an Independent 

Contractor (“Contractor”), will provide to the Borough of Spring Grove (“Client”) in the 

Pre, During, and Post, Production of the 2023 Smoke in the Grove BBQ Festival. 

 
I. CONTRACTOR will provide contest and festival management, event production, and 

organizational services for the 2023 Smoke in the Grove BBQ Festival (“Event”) in the 

following ways: 

 

a. Operations & Logistics: Contractor will assist Client with festival management, 
operations, logistics, and organizational responsibilities (Pre, During, and Post) 

for the 2023 Smoke in the Grove BBQ Festival including but not limited to the 

following: 
 

i. Contest Management: Contractor, will act as the primary Contest and 

Judging Coordinator, this entails but is not limited to acting as the point 
person and liaison to BBQ Teams, Judges, Client, and KCBS as it relates to 

the management, operation, and execution of contest. 

 
ii. Festival Management: Contractor, will act as the primary contact for 

entire festival, including but not limited to, food vendors, general 
vendors, volunteers, event suppliers such as generators, electricians, 

portable toilets, table, chair and rental company, golf cart rentals, 

marketing, sponsors, demonstrators, and the like. 
 

iii. Event Supplies: Contractor through the Client will procure, acquire, 

distribute, and move event supplies. Supplies will be secured at Client’s 
expense. Client will reimburse Contractor for any approved out of pocket 

expenses.  

 

iv. Sanctioning: Contractor will work with KCBS, SCA, and any other 

sanctioning bodies prior to, during, and post event to assure contests 

maintain smooth operation. 
 

II. CLIENT RESPONSIBILITIES: Client shall be responsible for any & all event expenses, 

licenses and permits required by law, rules, and regulations for the Event. 
 

a. Client assumes all liability for Event and will retain adequate levels of insurance 
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as required. 

 
b. Client will enter into at the direction of the Contractor all contracts and be 

responsible for any and all costs related to Event. 

 

c. Client will provide volunteers to Contractor at levels adequate to produce 

contest. 

 

III. CONTRACTED LABOR FEES AND PAYMENT TERMS: In return for the services provided 

to the Borough of Spring Grove by Contractor, Client will provide to Contractor the 

following: 
a. The fee of Six Thousand Dollars ($6,000). This amount shall be due and payable 

to contractor as follows: 

i. Seven payments of $500 per month beginning January 1, 2023 
 

ii. A final payment of $2,500 shall due and payable to contractor at 

conclusion of event but no later than August 11, 2023. 
 

IV. TERM & TERMINATION: 

a. This Agreement between Andrew Shaffer and the Borough of Spring Grove will extend 

from January 1, 2023 through August 31, 2023, or until all obligations hereunder are 
fulfilled. In the event of termination by Client or Contractor, Contractor shall receive a 

pro-rated fee for work completed. Billing upon cancellation shall be payable within 

thirty (30) days of the Borough of Spring Grove’s notification to stop work. 

 

b. In the event that the Event is delayed or pushed back due to public health emergency, 

civil strife, or other external conditions Contractor and Client shall have right to 
terminate under the same terms as stated above or renegotiate the agreement upon 
notification. In such an event Client and Contractor will both make best effort to 
maintain the spirit of the original contract and work to best ensure a successful contest. 

 

V. TAXES: 

a. It is further understood agreed that Contractor is being hired to perform services as an 
independent contractor and as such, shall be paid gross compensation with no taxes 
withheld. Contractor is responsible for any, and all tax liabilities related on said 
payment. Contractor must submit a W-9 Form for Payment and will receive a 1099 Form 

at the end of the year. 
 

VI. DISPUTE OF CONTRACT: 

a. Both parties agree to all aspects of this agreement and acknowledge it cannot be 
changed without the express written consent of both parties. This contract shall be 
governed by and construed in accordance with the laws of the Commonwealth of 
Pennsylvania applicable to agreements executed and to be performed wholly within 
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such state and without regard to principles of conflicts of law. Each Party irrevocably (i) 
consents to the jurisdiction of the federal and state courts situated in the 

Commonwealth of Pennsylvania in any action that may be brought pursuant to this 
Agreement and (ii) submits to and accepts, with respect to its properties and assets, 
generally and unconditionally, the in-person jurisdiction of the aforesaid courts, waiving 

any defense that such court is not a convenient forum. 
 

 

 

AGREED TO BY CONTRACTOR: ANDREW SHAFFER 

 

 

SIGNATURE:  DATE:   

 
 

AGREED TO BY CLIENT: BOROUGH OF SPRING GROVE 

 
SIGNATURE:  DATE:   
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F.  Correspondence and Other Business 

 

1. Office hour’s update 

 

The office is now open to the public during normal operating hours of 8:00 AM – 4:30 PM. 

 

The Public Works Department is now working 7:00 AM – 3:00 PM from October 1 – March 1 

and 6:00 AM – 2:00 PM from March 2 – September 30.   

 

 

 


